THURSDAY,  AUGUST  28,  1975 


PART  II: 


PRIVACY  ACT 
OF  1974 

■ 

VARIOUS  AGENCIES 


Proposed  Rules  and  Notices  o( 
Systems  of  Records 


PROPOSED  RULES 


ARMS  CONTROL  AND 
DISARMAMENT  AGENCY 
[  22  CFR  Parts  601, 603, 606  ] 
PRIVACY  ACT  OF  1974 
Proposed  Rulemaking 

Notice  is  hereby  given  that  the  U.S. 
Arms  Control  and  Disarmament  Agency 
proposes  to  amend  Title  22  Code  of  Fed¬ 
eral  Regulations  effective  September  27, 
1975,  by  (1) '  redesignating  the  present 
Part  601  entitled  Conduct  of  Employees 
as  Part  606,  (2)  redesignating  the  pres¬ 
ent  Part  603  entitled  Statement  of  Or¬ 
ganization  as  Part  601,  and  (3)  adding 
a  new  Part  603  entitled  Privacy  Act. 
The  purpose  of  adding  the  new  Part  603 
is  to  implement  the  provisions  of  the 
Privacy  Act  of  1974  (Pub.  L.  93-579)  em¬ 
bodied  in  5  U.S.C.  552a(f). 

Interested  persons  may  participate  in 
the  proposed  rulemaking  by  submitting 
written  data,  views,  or  arguments  in 
duplicate  to  the  General  Counsel,  U.S. 
Arms  Control  and  Disarmament  Agency, 
320  21st  Street  NW.,  Washington,  D.C. 
No  public  hearing  will  be  held.  All  writ¬ 
ten  communications  received  on  or  be¬ 
fore  September  22,  1975,  will  be  consid¬ 
ered  before  action  is  taken  on  this  pro¬ 
posal.  The  proposal  may  be  changed  in 
the  light  of  comments  received. 

Copies  of  all  written  comments  re¬ 
ceived  will  be  available  for  examination 
during  normal  business  hours  in  the 
Agency’s  Library  located  in  Room  804, 
State  Annex  6,  1700  North  Lynn  Street, 
Rosslyn,  Virginia. 

In  consideration  of  the  foregoing,  it 
is  proposed  to  amend  22  CFR  Chapter 
VI  as  follows: 

§§  601.735-1—601.735-76 
[Redesignated] 

1.  The  Present  Part  601  (§§  601.735-1 
through  601.735-76)  is  hereby  redesig¬ 
nated  as  Part  606  (§§  606.735-1  through 
606.735-76). 

§§  603.1—603.18  [Redesignated] 

2.  The  Present  Part  603  (§§  603.1 
through  603.18)  is  hereby  redesignated 
as  Part  601  (§§  601.1  through  601.18). 

3.  A  new  Part  603  is  added  to  read  as 
follows: 

PART  603— PRIVACY  ACT 

Sec. 

603.1  Purpose  and  scope. 

603.2  Definitions. 

603.3  Requests  for  determination  of  exist¬ 

ence  of  records. 

603.4  Requests  for  disclosure  to  an  Individ¬ 

ual  of  records  pertaining  to  him. 

603.5  Requests  for  amendment  of  records. 

603.6  Appeals  from  denials  of  requests  to 

amend. 

603.7  Exemptions. 

Authority:  5  U.S.C.  652a;  6  U.S.C.  301;  22 
U.S.C.  2681;  31  U.S.C.  483a,  and  5  U.S.C.  653. 

§  603.1  Purpose  and  scope. 

This  part  contains  the  regulations  of 
the  U.S.  Arms  Control  and  Disarma¬ 
ment  Agency  implementing  the  pro¬ 
visions  of  the  Privacy  Act  of  1974  (Pub.  L. 
93-579)  embodied  in  5  U.S.C.  552a(f). 
These  regulations  set  forth  procedures 


whereby  an  individual  can  determine  if 
a  system  of  records  maintained  by  the 
Agency  contains  records  pertaining  to 
him  and  can  request  disclosure  and 
amendment  of  such  records.  TTiese  regu¬ 
lations  also  set  forth  the  basis  for  deny¬ 
ing  such  requests. 

§  603.2  Definitions. 

(a)  All  terms  used  in  this  part  which 
are  defined  in  5  U.S.C.  552a(a)  shall  have 
the  same  meaning  herein. 

(b)  As  used  in  this  part: 

(1)  The  term  “Act”  means  the  Pri¬ 
vacy  Act  of  1974  (Pub.  L.  93-579),  5 
U.S.C.  552a. 

( 2)  The  term  “Agency”  means  the  U.S. 
Arms  Control  and  Disarmament  Agency. 

(3)  The  term  “Privacy  Oflacer”  means 
the  Agency  official  authorized  to  receive 
and  act  upion  inquiries,  requests  for  ac¬ 
cess,  and  requests  for  amendment. 

(4)  The  term  “Director”  means  the 
Director  of  the  Agency  or  his  duly  au¬ 
thorized  representative  (other  than  the 
Privacy  OflBcer) . 

§  603.3  Requests  for  determination  of 
existence  of  records. 

Any  individual  desiring  to  know 
whether  any  system  of  records  main¬ 
tained  by  the  Agency  contains  a  record 
pertaining  to  him  shall  address  his  re¬ 
quest  in  writing,  to  the  Privacy  Officer, 
U.S.  Arms  Control  and  Disarmament 
Agency,  Room  5725,  Department  of  State 
Building,  320  21st  Street,  NW.,  Wash¬ 
ington,  D.C.  20451.  The  request  should 
include  sufficient  information  to  iden¬ 
tify  the  system  of  records,  such  as  its 
name  or  Federal  Register  Identifier 
munber  if  known,  in  addition  to  such 
identifying  information  as  the  individ¬ 
ual’s  name  and  date  of  birth. 

§  603.4  Requests  for  disclosure  to  an 
individual  of  records  pertaining  to 
him. 

(a)  An  individual  desiring  access  to 
or  copies  of  records  in  a  system  of  rec¬ 
ords  maintained  by  the  Agency  shall 
address  his  request  in  writing  to  the  Pri¬ 
vacy  Officer,  U.S.  Arms  Control  and  Dis¬ 
armament  Agency,  Room  5725,  Depart¬ 
ment  of  State  Building,  320  21st  Street, 
Washington,  D.C.  20451.  The  request 
should  include  sufficient  Information  to 
identify  the  record  or  system  of  records 
such  as  its  name  or  Federal  Register 
identifier  number  if  known,  in  addition 
to  such  identifying  information  as  in¬ 
dividual’s  name  and  date  of  birtii. 

(b)  If  the  requester  is  not  personally 
known  to  the  Privacy  Officer,  the  written 
request  must  include  satisfactory  evi¬ 
dence  that  the  requester  is  in  fact  the 
individual  to  whom  the  requested  records 
pertain:  for  this  purpose,  the  Agency 
normally  will  be  satisfied  by  the  receipt 
of  the  requester’s  oath  or  attestation 
stipulating  such  facts,  legally  certified. 
Such  requests  must  also  include  a  state¬ 
ment  signed  by  the  requester  declaring 
that  he  fully  understands  that  the 
criminal  penalty  for  knowingly  or  wil¬ 
fully  seeking  or  obtaining  access,  under 
false  pretenses,  to  Agency  records  per- 
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taining  to  another  individual  is  a  fine  up 
to  the  amount  of  $5000. 

(c)  Access  to  or  copies  of  records  re¬ 
quested  pursuant  to  this  section  shall  be 
furnished  by  the  Agency  as  promptly  as 
possible,  Provided,  That  the  records  are 
not  exempt  from  disclosure  pursuant  to 
§  603.7  And,  provided  further.  'That  pay¬ 
ment  of  fees,  computed  at  a  rate  which 
permits  recovery  by  the  Agency  of  the 
costs  incurred  in  making  such  copies,  ex¬ 
cluding  the  cost  of  any  search  for  and 
review  of  the  record,  must  be  received 
by  the  Agency  before  such  copies  are  fur¬ 
nished.  Unless  otherwise  provided  by 
statutory  or  regulatory  authority,  the  fee 
required  by  paragraph  (c)  of  this  sec¬ 
tion  shall  be  computed  at  a  rate  of  $0.10 
per  copied  page.  Remittances  may  be  in 
the  form  of  cash,  a  p>ersonal  check  or 
bank  draft  drawn  on  a  bank  in  the 
United  States,  or  a  postal  money  order. 
Remittances  shall  be  made  payable  to  the 
Treasurer  of  the  United  States  and 
mailed  or  delivered  to  the  Privacy  Of¬ 
ficer,  U.S.  Arms  Control  and  Disarma¬ 
ment  Agency,  Room  5725,  Department  of 
State  Building,  320  21st  Street,  NW.. 
Washington,  D.C.  20451. 

§  603.5  Requests  for  -  amendment  of 
records. 

(a)  An  individual  may  request  amend¬ 
ment  of  a  record  pertaining  to  him  by  ad¬ 
dressing  his  request,  in  writing,  to  the 
Privacy  Officer,  U.S.  Arms  Control  and 
Disarmament  Agency,  Room  5725,  De¬ 
partment  of  State  Building,  320  21st 
Street,  NW.,  Washington,  D.C.  20451.  'The 
request  should  identify  the  record 
sought  to  be  amended,  specify  the  precise 
nature  of  the  requested  amendment,  and 
state  why  the  requester  believes  that  the 
record  is  not  accurate,  relevant,  timely 
or  complete. 

(b)  Not  later  than  10  days  after  receipt 
of  such  request  (excluding  Saturdays, 
Sundays  and  legal  holidays) ,  the  Privacy 
Officer  will  acknowledge  such  receipt  and 
promptly : 

(1)  make  any  correction  of  any  por¬ 
tion  of  the  record  pertaining  to  the  in¬ 
dividual  which  the  Agency  considers  ap¬ 
propriate;  and 

(2)  inform  the  requester  in  writing,  of 
the  action  taken  by  the  Agency,  of  the 
reason  for  refusing  to  comply  with  any 
portion  of  the  request,  and  of  the  pro¬ 
cedures  established  by  the  Agency  to  con¬ 
sider  requests  for  review  of  such  refusals. 

(c)  The  Privacy  Officer  shall  refuse  to 
amend  a  record  if  the  Information  there¬ 
in  is  deemed  by  the  Agency : 

(1)  to  be  relevant  and  necessary  to 
accomplish  a  purpose  of  the  Agency  re¬ 
quired  to  be  accomplished  by  statute  or 
by  executive  order  of  the  President;  and 

(2)  to  be  maintained  with  such  ac¬ 
curacy,  relevance,  timeliness  and  com¬ 
pleteness  as  is  reasonably  necessary  to 
assure  fairness  to  the  individual  in  mak¬ 
ing  any  determination  about  him;  and 

(3)  not  to  describe  how  the  individual 
exercises  rights  guaranteed  by  the  First 
Amendment  unless  expressly  authorized 
by  statute  or  by  the  individual  about 
whom  the  record  is  maintained. 
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PROPOSED  RULES 


§  603.6  Appeals  from  denials  of  re¬ 
quests  to  amend. 

(a)  An  Individual  who  disagrees  with 
the  refusal  of  the  Agency  to  amend  his 
record  may  request  a  review  of  such 
refusal  within  30  days  of  receipt  of 
notice  of  the  refusal.  Such  request  should 
be  addressed  to  the  Director,  U.S.  Arms 
Control  and  Disarmament  Agency,  Room 
5930,  Department  of  State  Building,  320 
21st  Street,  Washington,  D.C.  20451,  and 
should  include  a  copy  of  the  written  re¬ 
quest  which  was  refused,  a  copy  of  the 
denial  complained  of,  and  reasons  for 
appeal  from  the  denial. 

(b)  Review  shall  be  made  on  the  sub¬ 
mitted  record.  No  personal  appearance, 
oral  argument,  or  hearing  shall  be  per¬ 
mitted. 

(c)  Review  shall  be  completed  and  a 
final  determination  made  not  later  than 
30  days  (excluding  Saturdays,  Sundays 
and  legal  holidays)  from  the  date  on 
which  the  request  for  such  review  is  re¬ 
ceived.  This  30-day  limitation  may  be 
extended,  at  the  discretion  of  the  Direc¬ 
tor,  for  good  cause  shown.  The  requester 
shall  be  notified  in  writing  of  the  Di¬ 
rector’s  final  determination. 

(d)  If,  after  completion  of  his  review, 
the  Director  also  refuses  to  amend  the 
record  as  requested,  the  notice  to  the  in¬ 
dividual  shall  advise  him  of  his  right  to 
file  with  the  Agency  a  concise  statement 


setting  forth  the  reasons  for  his  disagree¬ 
ment  with  this  refusal  and  of  his  right 
to  judicial  review  pursuant  to  the  Act. 

§  603.7  Exemptions. 

(a)  As  authorized  by  section  (k)  of 
the  Act,  the  following  categories  of  rec¬ 
ords  are  hereby  exempted  from  the  re¬ 
quirements  of  sections  (c)  (3) ,  (d) ,  (e) 
(4)(G).  (H),  (I)  and  (f)  of  the  Act. 
and  will  not  be  disclosed  to  the  individ¬ 
uals  to  which  they  pertain: 

(1)  Records  subject  to  the  provisions 
of  section  552(b)(1)  of  Title  5  of  the 
United  States  Code.  (System  of  Records 
ACDA-4) 

(2)  Investigatory  material  compiled 
for  law  enforcement  purposes:  Provided, 
however.  That  if  any  individual  is  denied 
any  right,  privilege,  or  benefit  that  he 
would  otherwise  be  entitled  by  Federal 
law,  or  for  which  he  would  otherwise  be 
eligible,  as  a  result  of  the  maintenance 
of  such  material,  such  material  shall  be 
provided  to  such  individual,  except  to  the 
extent  that  the  disclosure  of  such  mate¬ 
rial  would  reveal  the  identity  of  a  source 
who  furnished  information  to  the  Gov¬ 
ernment  under  an  express  promise  that 
the  identity  of  the  source  would  be  held 
in  confidence,  or,  if  furnished  to  the 
Government  prior  to  September  27. 1975, 
under  an  implied  promise  that  the  iden¬ 
tity  of  the  source  would  be  held  in  con¬ 
fidence.  (System  of  Records  ACDA-3) 
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(3)  Investigatory  material  compiled 
solely  for  the  purpose  of  determining 
suitability,  eligibility,  or  qualifications 
for  Federal  civilian  employment,  mili¬ 
tary  service.  Federal  contracts,  or  access 
to  classified  information,  but  only  to  the 
extent  that  the  disclosure  of  such  mate¬ 
rial  would  reveal  the  identity  of  a  source 
who  furnished  information  to  the  Gov¬ 
ernment  under  an  express  promise  that 
the  identity  of  the  source  would  be  held 
in  confidence,  or,  if  furnished  to  the  Gov¬ 
ernment  prior  to  September  27,  1975, 
under  an  implied  promise  that  the 
identity  of  the  source  would  be  held  in 
confidence.  (System  of  Records  ACDA- 
3) 

(4)  Testing  or  examination  material 
used  solely  to  determine  individual  quali¬ 
fications  for  appointment  or  promotion  in 
the  Federal  service,  the  disclosure  of 
which  would  compromise  the  objectivity 
or  fairness  of  the  testing  or  examination 
process. 

(b)  Nothing  in  these  regulations  shall 
allow  an  individual  access  to  any  infor¬ 
mation  compiled  in  reasonable  anticipa¬ 
tion  of  a  civil  action  or  proceeding. 

Dated:  August  21, 1975. 

John  Lehman, 
Acting  Director. 
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UNITED  STATES  ARMS  CONTROL  AND 
DISARMAMENT  AGENCY 
PRIVACY  ACT  OF  1974 

Notice  of  Systems  of  Records  and  Proposed  Routine 
Uses 

Notice  of  the  existance  and  character  of  the  following  systems  of 
records  of  the  U.S.  Arms  Control  and  Disarmament  Agency  is 
hereby  given  as  required  by  5  U.S.C.  552a(eK4),  the  Privacy  Act  of 
1074  (Public  Law  930579).  Any  omissions  due  to  oversight  will  be 
published  at  a  later  date. 

Pursuant  to  5  U.S.C.  S52a(eKn)  the  routine  uses  of  each  of  these 
systems  of  records  arc  hereby  set  out  for  public  comment.  In¬ 
terested  persons  arc  invited  to  submit  written  data,  views,  or  argu¬ 
ments  with  respect  to  these  routine  uses  in  duplicate  to  the  General 
Counsel,  U.S.  Arms  Control  and  Disarmament  Agency,  320  21st 
Street,  N.W.,  Washington,  D.C.,  by  September  22,  1975. 

Dated:  August  21,  1975 

John  F.  Lehman,  Jr. 

Acting  DirveUtr 


ACDA— 1 

System  name:  OFFICIAL  PERSONNKL  RF:C0RDS— ACDA 

System  location:  AGKNCY  HKADQUARTERS,  DEPARTMEKr 
OF  STATE  BUILDING,  .320  21ST  ST.,  N.W.  WASHINGTON, 
D.C.  20451 

Categories  of  individuals  covered  bv  the  sy.stem:  AI.I.  ACDA 
PERSONNEL,  INCLUDING  CONSUi.TANTS. 

Categories  of  records  in  the  system:  RECORDS  REl.ATING  TO 
EMPLOYMENT,  INCLUDING  BUT  NOT  LIMITED  TO  PER¬ 
SONAL  QUALIFICATIONS  .STATEMENT,  PERFORMANCE 
RATING.  PER.SONNEL  ACTIONS.  INSURANCE  AND  CON¬ 
FLICT  OF  INTEREST.  EXCEIT  TO  THE  EXTENT  CON¬ 
TROLLED  BY  THE  CSC. 

Authority  for  maintenance  of  the  system:  EXECUTIVE  ORDER 
10561 

Routine  uses  of  records  maintained  in  the  sy.stem,  including  catego¬ 
ries  of  u.sers  and  the  purposes  of  .such  u.ses:  AVAILABLE  TO 
ACDA  MANAGEMENT  OFFICIALS  FOR  USE  IN  EVALUAT¬ 
ING  PERFORMANCE  AND  ENTITLEMENT  TO  RIGHTS 
UNDER  THE  FEDERAL  PERSONNEL  SYSTEM.  AL,SO 
GENERALLY  AVAILABLE  TO  MANAGEMENT  OFFICIALS 
IN  OTHER  AGENCIES  IN  CONNECTION  WITH  PRE-EM¬ 
PLOYMENT  VERIFICATION. 

IN  THE  EVENT  THAT  THESE  RECORDS  INDICATE  A 
VIOLATION  OR  POTENTIAL  VIOLATION  OF  LAW, 
WHETHER  CIVIL,  CRIMINAL  OR  REGULATORY  IN  NA¬ 
TURE,  AND  WHETHER  ARISING  BY  GENERAL  STATITE 
OR  PARTICULAR  PRfXJRAM  STATUTE.  OR  BY  REGUl^- 
TION,  RULE  OR  ORDER  ISSUED  PURSUANT  THERETO, 
THE  RELEVANT  RECORDS  IN  THE  SY.STEM  OF  RECORDS 
MAY  BE  REFERRED.  AS  A  ROUTINE  USE.  TO  THE  AP¬ 
PROPRIATE  AGENCY.  WHETHER  FEDERAL.  STATE, 
L(X:AL  or  foreign,  charged  with  the  RESPONSIBILI¬ 
TY  OF  INVE.STIGATING  OR  PROSECUTING  SUCH  VIOLA¬ 
TION  OR  CHARGED  WITH  ENFORCING  OR  IMPLEMENT¬ 
ING  THE  STATUTE.  OR  RULE.  REGULATION  OR  ORDER 
ISSUED  PURSUANT  THERETO. 

A  RECORD  FROM  THIS  SYSTEM  OF  RECORDS  MAY  BE 
DISCLOSED  AS  A  ROUTINE  USE  TO  A  FEDERAL.  STATE 
OR  LOCAL  AGENCY  MAINTAINING  CIVIL.  CRIMINAL  OR 
OTHER  RELEVANT  ENFORCEMENT  INFORMATION  OR 
OTHER  PERTINENT  INFORMATION.  SUCH  AS  CURRENT 
LICENSES,  IF  NECESSARY  TO  OBTAIN  INFORMATION 
RELEVANT  TO  AN  AGENCY  DECISION  CONCERNING  THE 
HIRING  OR  RETENTION  OF  AN  EMPLOYEE.  THE  IS¬ 
SUANCE  OF  A  SECURITY  CLEARANCE.  THE  LEHTING  OF 
A  CONTRACT.  OR  THE  ISSUANCE  OF  A  LICENSE.  GRANT 
OR  OTHER  BENEFIT. 

A  RECORD  FROM  THIS  SYSTEM  OF  RECORDS  MAY  BE 
DISCLOSED  TO  A  FEDERAL  AGENCY.  IN  RESPONSE  TO 
ITS  REQUEST.  IN  CONNECTION  WITH  THE  HIRING  OR  RE¬ 
TENTION  OF  AN  EMPLOYEE.  THE  ISSUANCE  OF  A 
SECURITY  CLEARANCE.  THE  REPORTING  OF  AN  IN¬ 


VESTIGATION  OF  AN  EMPLOYEE.  THE  LETTING  OF  A 
CONTRACT.  OR  THE  ISSUANCE  OF  A  LICENSE.  GRANT  OR 
OTHER  BENEFIT  BY  THE  REQUESTING  AGENCY.  TO  THE 
EXTENT  THAT  THE  INFORMATION  IS  RELEVANT  AND 
NECESSARY  TO  THE  REQUESTING  AGENCY’S  DECISION 
ON  THE  MATTER. 

THE  INFORMATION  CONTAINED  IN  THIS  SYSTEM  OF 
RECORDS  WILL  BE  DISCLOSED  TO  THE  OFFICE  OF 
MANAGEMENT  AND  BUDGET  IN  CONNECTION  WITH  THE 
REVIEW  OF  PRIVATE  RELIEF  LEGISLATION  AS  SET 
FORTH  IN  OMB  CIRCULAR  NO.  A-19  AT  ANY  STAGE  OF 
THE  LEGISLATIVE  COORDINATION  AND  CLEARANCE 

PR(X:ESS  as  set  forth  in  that  circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem:  THE  POLICIES  AND  PRAC¬ 
TICES  OF  THE  AGENCY  REGARDING  STORAGE, 
RETRIEV ABILITY.  ACCESS  CONTROL.  RETENTION  AND 
DISPOSAL  OF  THESE  RECORDS  ARE  DIRECTED  BY  THE 
CIVIL  SERVICE  COMMISSION  IN  ACCORDANCE  WITH 
FEDERAL  PERSONNEL  MANUAL  SUPPLEMENT  296-31. 
Storage:  SAME  AS  ABOVE 
RetrievaMlity:  SAME  AS  ABOVE 
Safeguards:  SAME  AS  ABOVE 
Retention  and  disposal:  SAME  AS  ABOVE 

System  manager(s)  and  address:  PERSONNEL  OFFICER,  RM. 
5720 

NoUHcation  procedure:  PRIVACY  OFFICER,  RM.  5725 
Record  access  procedures:  SAME  AS  ABOVE 
Contesting  record  procedures:  SAME  AS  ABOVE 
Record  source  categories:  BOTH  INTERNAL  AGENCY 
.SOURCES  AND  OTHER  FEDERAL  AGENCIES  WHICH  HAVE 
PREVIOUSLY  EMPLOYED  AN  ACDA  EMPLOYEE. 

ACDA-2 

.System  name:  PENDING  PERSONNEL  FIl.ES-ACDA 
.System  location:  AGENCY  HEADQUARTERS 
Categories  of  individuals  covered  by  the  svstem:  ALL  IN¬ 
DIVIDUALS  CURRENTLY  UNDER  CONSIDERATION  FOR 
EMPLOYMENT,  INCLUDING  PENDING  CONSULTANTS. 

Categories  of  records  in  the  system:  FORMS  RELATING  TO 
EMPLOYMENT.  INCLUDING  BUT  NOT  LIMITED  TO  PER¬ 
SONAL  QUALIFICATIONS  STATEMENT,  RESUME,  AND 
TENURE,  HEALTH  INSURANCE  AND  LIFE  INSURANCE 
FORMS. 

Authority  for  maintenance  of  the  system:  22  U.S.C.  2581 
Routine  u.ses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  u.sers  and  the  purposes  of  such  uses:  USED  ONI.Y  BY 
ACDA  MANAGEMENT  FOR  THE  EVALUATION  OF  EM¬ 
PLOYMENT  POTENTIAL  AND  TO  ESTABLISH  ENTITLE¬ 
MENT  TO  RIGHTS  UNDER  THE  FEDERAI.  PERSONNEL 
SY.STEM. 

IN  THE  EVENT  THAT  THESE  RECORDS  INDICATE  A 
VIOLATION  OR  POTENTIAL  VIOLATION  OF  l.AW, 
WHETHER  CIVIL.  CRIMINAL  OR  REGULATORY  IN  NA¬ 
TURE,  AND  WHETHER  ARISING  BY  GENERAL  STATUTE 
OR  PARTICULAR  PROGRAM  STATUTE,  OR  BY  REGUI.A- 
TION,  RULE  OR  ORDER  ISSUED  PURSUANT  THERETO, 
THE  RELEVANT  RECORDS  IN  THE  SY.STEM  OF  RECORDS 
MAY  BE  REFERRED.  AS  A  ROUTINE  USE,  TO  THE  AP¬ 
PROPRIATE  AGENCY.  WHETHER  FEDERAL.  STATE, 
LOCAI.  OR  FOREIGN.  CHARGED  WITH  THE  RE.SPONSIBILI- 
TY  OF  INVESTIGATING  OR  PROSECUTING  SUCH  VIOLA¬ 
TION  OR  CHARGED  WITH  ENFORCING  OR  IMPLEMENT¬ 
ING  THE  STATUTE,  OR  RULE.  REGULATION  OR  ORDER 
ISSUED  PURSUANT  THERETO. 

A  RECORD  FROM  THIS  SYSTEM  OF  RECORDS  MAY  BE 
DISCLOSED  AS  A  ROUTINE  USE  TO  A  FEDERAL.  STATE 
OR  LfXTAL  AGENCY  MAINTAINING  CIVIL.  CRIMINAL  OR 
OTHER  RELEVANT  MAINTAINING  CIVIL,  CRIMINAL  OR 
OTHER  RELEVANT  ENFORCEMENT  INFORMATION  OR 
OTHER  PERTINENT  INFORMATION.  SUCH  AS  CURRENT 
LICENSES.  IF  NECESSARY  TO  OBTAIN  INFORMATION 
RELEVANT  TO  AN  AGENCY  DECISION  CONCERNING  THE 
HIRING  OR  RETENTION  OF  AN  EMPLOYEE,  THE  IS¬ 
SUANCE  OF  A  SECURITY  CLEARANCE,  THE  LETTING  OF 
A  CONTRACT.  OR  THE  ISSUANCE  OF  A  LICENSE.  GRANT 
OR  OTHER  BENEFIT. 
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A  RECORD  FROM  THIS  SYSTEM  OF  RECORDS  MAY  BE 
DISCLOSED  TO  A  FEDERAI.  AGENCY,  IN  RESPONSE  TO 
ITS  REQUEST.  IN  CONNECTION  WITH  THE  HIRING  OR  RE¬ 
TENTION  OF  AN  EMPLOYEE,  THE  ISSUANCE  OF  A 
SECURITY  CLEARANCE,  THE  REPORTING  OF  AN  IN¬ 
VESTIGATION  OF  AN  EMPLOYEE,  THE  LETTING  OF  A 
CONTRACT,  OR  THE  ISSUANCE  OF  A  LICENSE,  GRANT  OR 
OTHER  BENEFIT  BY  THE  REQUESTING  AGENCY,  TO  THE 
EXTENT  THAT  THE  INFORMATION  IS  RELEVANT  AND 
NECESSARY  TO  THE  REQUESTING  AGENCY’S  DECISION 
ON  THE  MATTER. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  MAINTAINED  IN  STANDARD  FILE  FOLDERS. 
Retrievability:  BY  LAST  NAME  OF  INDIVIDUAL 
Safeguards;  RECORDS  ARE  MAINTAINED  IN  A  BAR-LOC’K 
STEEL  CABINET. 

Retention  and  disposal:  RECORDS  ARE  MAINTAINED  ONLY 
UNTIL  A  DECISION  IS  MADE  REGARDING  EMPLOYMENT, 
AND  ARE  THEN  EITHER  DESTROYED  OR  REPLACED  BY 
AN  OFFICIAL  PERSONNEL  FOLDER;  ACCESS  LIMITED  TO 
ACDA  MANAGEMENT  ON  A  NEFD-TO-KNOW  BASIS. 

System  managerts)  and  address:  PERSONNEL  OFFICER,  RM. 
5720 

Notification  procedure:  PRIVACY  OFFICER,  RM.  5725 
Record  access  procedures:  PRIVACY  OFFICF2R,  RM.  5725 
Contesting  record  procedures:  SAME  AS  ABf)VF3 
Record  source  categories:  INDIVIDUAL  ON  WHOM  THE 
RECORD  IS  MAINTAINED,  PREVIOUS  EMPLOYERS,  INTER¬ 
NAL  AGENCY  SOURCES. 

ACDA— 3 

System  name:  SECURITY  RECORDS- ACDA 
System  location:  AGENCY  HEADQUARTERS 
Categories  of  individuals  covered  by  the  system:  ALL.  CURRENT 
AND  FORMER  ACDA  EMPLOYEES,  INCLUDING  EM¬ 
PLOYEES  OF  CONTRACTORS 
Categories  of  records  in  the  svstem:  CONTAINS  QUE^STION- 
NAIRES  COMPLETED  BY  THE  INDIVIDUAL,  PERSONAL 
QUALIFICATIONS  .STATEMENT,  AECl,  {PARTS  I  &  II), 
AEC— OILS  SECURITY  ACKNOWLEDGMENT,  RELEASE 
FORMS.  CONTAINS  FORMS  RELATING  TO  SECURITY 
CLEARANCES,  INCLUDING  LETTER  REQUESTING  IN¬ 
VESTIGATION,  INVESTKJATIVE  REPORTS,  MEMO  OF 
SECURITY  CLEARANCE,  NOTIFICATION  OF  ‘Q‘ 
CLEARANCE,  REI>ORTS  OF  SECURITY  VIOLATIONS  AND 
CLASSIFIED  VISIT  REQUESTS.  MAY  ALSO  CONTAIN 
MEMO  OF  MEDICAL  DETERMINATION  AND  MEMO  ADVIS¬ 
ING  OF  ELIGIBILITY  FOR  SPECIAL  CLEARANCES. 

Authority  for  maintenance  of  the  system:  22  U.S.C.  25K5 
Routine  uses  of  records  maintained  in  the  systm,  including  categtv 
ries  of  users  and  the  purposes  of  such  uses:  USE3D  BY  A  LIMITF^D 
NUMBER  OF  ACDA  MANAGEMENT  OFFICIALS  AND 
MANAGEMENT  OFFICIALS  OF  OTHER  AGENCIES  TO 
EVALUATE  EMPLOYMENT  POTENTIAL,  SUITABILITY  FOR 
FEDERAL  EMPLOYMENT,  AND  ACCESS  TO  CLASSIFIED 
INFORMATION. 

IN  THE  EVENT  THAT  THESE  RECORDS  INDICATE  A 
VIOLATION  OR  I»OTENTIAL  VIOLATION  OF  LAW, 
WHETHER  CIVIL,  CRIMINAL,  OR  REGULATORY  IN  NA¬ 
TURE,  AND  WHETHER  ARISING  BY  STATUTE,  OR  BY 
REGULATION,  RULE  OR  ORDER  ISSUED  PURSUANT 
THERETO,  THE  RELEVANT  RECORDS  IN  THIS  SYSTEM 
MAY  BE  REFERRED  TO  THE  APPROPRIATE  AGENCY, 
WHETHER  FEDERAL,  STATE,  LOCAL  OR  FOREIGN, 
CHARGED  WITH  THE  RESPONSIBILITY  OF  INVESTIGAT¬ 
ING  OR  PROSECUTINCJ  SUCH  VIOLATION  OR  CHARGED 
WITH  ENFORCING  OR  IMPLEMENTING  THE  STATUTE,  OR 
RULE  REGULATION  OR  ORDER  ISSUED  PURSUANT 
THERETO. 

A  RECORD  FROM  THIS  SYSTEM  MAY  BE  DISCLOSED  TO 
A  FEDERAL,  STATE  OR  LOCAL  AGENCY  MAINTAINING 
CIVIL,  CRIMINAL  OR  OTHER  RELEVANT  ENFORCEMENT 
INFORMATION  IF  NECESSARY  TO  OBTAIN  INFORMATION 
RELEVANT  TO  AN  AGENCY  DECISION  CONCERNING  THE 
HIRING  OR  RETENTION  OF  AN  EMPLOYEE,  THE  IS¬ 


SUANCE  OF  A  SECURITY  CLEARANCE,  THE  LETTING  OF 
A  CONTRACT  OR  THE  ISSUANCE  OF  A  UCENSE.  GRANT 
OR  OTHER  BENEFIT. 

A  RECORD  FROM  THIS  SYSTEM  MAY  BE  DISCLOSED  TO 
A  FEDERAL  AGENCY,  IN  RESPONSE  TO  ITS  REQUEST.  IN 
CONNECTION  WITH  THE  HIRING  OR  RETENTION  OF  AN 
EMPLOYEE,  THE  ISSUANCE  OF  A  SECURITY 
CLEARANCE,  THE  REPORTING  OF  AN  INVESTIGATION  OF 
AN  EMPLOYEE.  THE  LETTING  OF  A  CONTRACT,  OR  THE 
ISSUANCE  OF  A  LICENSE.  GRANT  OR  OTHER  BENEFIT  BY 
THE  REQUESTING  AGENCY,  TO  THE  EXTENT  THAT  THE 
INFORMATION  IS  RELEVANT  AND  NECESSARY  TO  THE 
REQUESTING  AGENCY’S  DECISION  ON  THE  MATTER. 

THE  INFORMATION  CONTAINED  IN  THIS  SYSTEM  OF 
RECORDS  WILL  BE  DISCLOSED  TO  THE  OFFICE  OF 
MANAGEMENT  AND  BUDGET  IN  CONNECTION  WITH  THE 
REVIEW  OF  PRIVATE  RELIEF  LEGISLATION  AS  SET 
FORTH  IN  OMB  CIRCULAR  NO.  A- 19  AT  ANY  STAGE  OF 
THE  LEGISLATIVE  COORDINATION  AND  CLEARANCE 
PRCXTESS  AS  SET  FORTH  IN  THAT  CIRCULAR. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  MAINTAINED  IN  STANDARD  FILE  FOLDERS 

Retrievability:  BY  LAST  NAME  OF  INDIVIDUAI, 

Safeguards:  FILES  MAINTAINED  IN  ACCORDANCE  WITH 
THE  STRICTEST  SECURITY  REQUIREMENTS  APPLICABLE 
TO  CLASSIFIED  IXXTUMENTS.  RECORDS  MAINTAINED  IN 
A  THREE-WAY  COMBINATION  LOCK  STEEL  CONTAINER. 
ACCESS  ONLY  ON  A  NEED-TO-KNOW  BASIS,  BASED  ON 
THE  ABOVE  ROUTINE  USES. 

Retention  and  disposal:  RECORDS  ONCE  ESTABITSHED  ARE 

maintained  indefinitely. 

System  managerfs)  and  address:  CHIEF  OF  SECURITY,  RM. 
5731 

Notification  procedure:  PRIVACY  OFFICER,  RM.  5725 

Record  access  procedures:  SAME  AS  ABOVE. 

Contesting  record  procedures:  SAME  AS  ABOVE. 

Record  source  categories:  FEDERAL  INVESTIGATIVE  AGEN¬ 
CIES.  STATE  DEPARTMENT  MEDICAL  BUREAU.  IN¬ 
DIVIDUAL  ON  WHOM  THE  RECORD  IS  MAINTAINED,  IN- 
TERNAI,  AGENCY  SOURCES. 

Systems  exempted  from  certain  provisions  of  the  act:  IN- 
VESTIGAT{)RY  MATERIAL  COMPILED  SOLELY  FOR  THE 
PURPOSE  OF  DETERMINING  SUITABILITY.  ELIGIBILITY, 
OR  QUALIFICATIONS  FOR  FEDERAL  CIVILIAN  EMPLOY¬ 
MENT,  MILITARY  SERVICE.  FEDERAL  CONTRACTS,  OR 
ACCESS  TO  CLASSIFIED  INFORMATION  IS  EXEMPTED 
FROM  THE  PROVISIONS  OF  THE  ACT,  IN  ACCORDANCE 
WITH  SUBSECTION  (KK5)  OF  THE  ACT  AND  SECTION 
603.7(AK3)  OF  THE  AGENCY  REGULATIONS  CONCUR¬ 
RENTLY  PUBLISHED,  BUT  ONLY  TO  THE  F;XTENT  THAT 
THE  DISCLOSURE  OF  SUCH  MATERIAL  WOULD  REVEAL 
THE  IDENTITY  OF  A  SOURCE  WHO  FURNISHED  INFOR¬ 
MATION  TO  THE  GOVERNMENT  UNDER  AN  EXPRESS 
PROMISE  THAT  THE  IDENTITY  OF  THE  SOURCE  WOULD 
BE  HELD  IN  CONFIDENCE,  OR.  PRIOR  TO  THE  EFFECTIVE 
DATE  OF  THIS  SECTION.  UNDER  AN  IMPLIED  PROMISE 
THAT  THE  IDENTITY  OF  THE  SOURCE  WOULD  BE  HELD 
IN  CONFIDENCE.  INVESTIGATORY  MATERIAL  COMPILED 
FOR  LAW  ENFORCEMENT  PURPOSES  IS  ALSO  EXEMPTED 
FROM  THE  PROVISIONS  OF  THE  ACT.  IN  ACCORDANCE 
WITH  SUBSECTION  (KK2)  OF  THE  ACT  AND  SECTION 
<i03.7(AK2)  of  the  AGENCY  REGULATIONS  CONCUR¬ 
RENTLY  PUBITSHED,  PROVIDED  HOWEVER  THAT  IF  ANY 
INDIVIDUAI.  IS  DENIED  ANY  RIGHT,  PRIVILEGE.  OR 
BENEFIT  TO  WHICH  HE  WOULD  OTHERWISE  BE  ENTI¬ 
TLED  BY  FEDERAI.  LAW.  OR  FOR  WHICH  HE  WOULD 
OTHERWISE  BE  ELIGIBLE.  AS  A  RESULT  OF  THE  MAIN¬ 
TENANCE  OF  SUCH  MATERIAL,  SUCH  MATERIAI.  SHALL 
BE  PROVIDED  TO  SUCH  INDIVIDUAI.,  EXCEPT  TO  THE 
EXTENT  THAT  THE  DISCL{)SURE  OF  SUCH  MATERIAL 
WOULD  REVEAL  THE  IDENTITY  OF  A  SOURCE  WHO 
FURNISHED  INFORMATION  TO  THE  GOVERNMENT 
UNDER  AN  EXPRESS  PROMISE  THAT  THE  IDENTITY  OF 
THE  SOURCE  WOUl.D  BE  HELD  IN  CONFIDENCE.  OR, 
PRIOR  TXJ  THE  EFFECTIVE  DATE  OF  THIS  SECTION, 
UNDER  AN  IMPLIED  PROMISE  THAT  THE  IDENTITY  OF 
THE  SOURCE  WOULD  BE  HELD  IN  CONFIDENCE. 


FEDERAL  REGISTER  VOL.  40,  NO.  1 68— THURSDAY,  AUGUST  28,  1975 


UNITED  STATES  ARMS  CONTROL  A  DISARMAMENT  AGENCY 


39667 


ACDA— 4 

System  name:  STATEMENTS  BY  PRINCIPALS  DURING  THE 
STRATEGIC  ARMS  LIMITATION  TALKS.  MUTUAL 
BALANCED  FORCE  REDUCTION  NEGOTIATIONS.  AND 
THE  STANDING  CONSULTATIVE  COMMITTEE  -  ACDA. 

System  location:  AGENCY  HEADQUARTERS. 

Categories  of  individuals  covered  by  the  system:  MEMBERS  OF 
DELEGATIONS  OF  U.S.  AND  FOREIGN  GOVERNMENTS 
CONCERNED  WITH  THE  SUBJECT  NEGOTIATIONS. 

Categories  of  records  in  the  system:  TRANSCRIPTS  OF  OFFI¬ 
CIAL  STATEMENTS  MADE  BY  PRINCIPALS  IN  NEGOTIAT¬ 
ING  SESSIONS. 

Authority  for  maintenance  of  the  system:  22  U.S.C.  2551;  EX¬ 
ECUTIVE  ORDER  11044.  SEC.4. 

Routine  ujies  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  asers  and  the  purposes  of  such  uses:  AVAILABLE  AS 
NECESSARY  BACKGROUND  MATERIAL  TO  ACDA  OF¬ 
FICERS  AND  MANAGEMENT  OFFICIALS  OF  OTHER  AGEN¬ 
CIES  CONCERNED  WITH  THE  FORMULATION  AND  IMPLE¬ 
MENTATION  OF  U.S.  ARMS  CONTROL  OBJECTIVES. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  MAINTAINED  ON  COMPUTER  TAPE. 

Retrkvability:  INDEXED  BY  SEVERAL  DATA  ELEMENTS, 
INCLUDING  LAST  NAME  OF  PRINCIPAL.  DISCS  ARE 
STORED  IN  ACCf)RDANCE  WITH  STRICTEST  SECURITY 
MEASURES  APPLICABLE  TO  SECRET/RESTRICTED  DATA. 
THEY  ARE  LOADED  ONLY  UPON  REQUEST.  LISTINGS 
PREPARED  FROM  TAPES  ARE  MAINTAINED  IN  AC¬ 
CORDANCE  WITH  SECURITY  REQUIREMENTS,  ACCORD¬ 
ING  TO  THE  HIGHEST  CLASSIFICATION  ON  THE  LIST. 

Safeguards:  ACCESS  LIMITED,  ON  A  NEED-TO-KNOW 
BASIS.  TO  ACDA  MANAGERS  AND  MANAGEMENT  OF 
OTHER  FEDERAL  AfJNCIES  WITH  APPROPRIATE  SECURI¬ 
TY  CLEARANCES.  WHO  ARE  INVOLVED  IN  FORMULA¬ 
TION  OF  ARMS  CONTROL  POLICY. 

Retention  and  dLspusal:  REX'ORDS  ARE  MAINTAINED  IN¬ 
DEFINITELY. 

System  manager(s)  and  address:  CHIE2F.  COMMUNICATIONS 
AND  INFORMATION  CENTER,  RM.  5666. 

Record  source  categories:  TRANSCRIPTS  OF  NEGOTIATIONS. 

Systems  exempted  from  certain  pn>vLsion.s  of  the  act:  BECAUSE 
THE  INFORMATION  CONTAINED  IN  THIS  SYSTEM  IS 
DATA  CLASSIFIED  FOR  REA.SONS  OF  NATIONAL  SECURI¬ 
TY  PURSUANT  TO  EXECUTIVE  ORDER  1 1652,  IT  HAS  BEEN 
RULED  EXEMPT  FROM  THE  DISCLOSURE  PROVISIONS  OF 
THE  ACT  BY  SECTION  6()3.7(AKI)  OF  CONCURRENTLY 
PUBLISHED  AGENCY  RECJUI.ATIONS  IN  ACCORDANCE 
WITH  SF.C.(K)(I)  OF  THE  ACT. 

ACDA— 5 

System  name:  TOP  SECRET  DOCUMENT  CONTROL  FILE- 
ACDA 

System  location:  AGENCY  HF^ADQUARTF'RS 

Categories  of  individuals  covered  bv  the  system:  ANY  IN¬ 
DIVIDUAL  HOLDING  A  TOP  SECRET  IXK  UMENT  UNDER 
ACDA’S  PHYSICAL  CONTROL. 

Categories  of  records  in  the  system:  CONTAINS  A  LISTING  OF 
THOSE  TOP  SECRET  DOCUMENTS  TO  WHICH  AN  IN¬ 
DIVIDUAL  HAS  HAD  ACCE.SS  AND  FOR  WHICH  HE  IS  AC¬ 
COUNTABLE. 

Authority  for  maintenance  of  the  svstem:  EXECUTIVE  ORDER 
11652,  SEC.  6(E). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  AVAILABLE  TO 
ACDA  MANAGEMENT  TO  DETERMINE  PERSONAL  AC¬ 
COUNTABILITY  FOR  TOP  SECRET  IXXTUMENTS.  ALSO 
AVAILABLE  AS  A  ROUTINE  USE  TO  FEDERAL  LAW  EN¬ 
FORCEMENT  OFFICIALS  TO  DETERMINE  ACCESS  TO  AND 
ACCOUNTABILITY  FOR  TOP  SECRET  IXXTUMENTS. 

IN  THE  EVENT  THAT  THESE  RECORDS  INDICATE  A 
VIOLATION  OR  POTENTIAL  VIOLATION  OF  LAW. 
WHETHER  CIVIL,  CRIMINAL  OR  REGULATORY  IN  NA¬ 
TURE.  AND  WHETHER  ARISING  BY  GENERAL  STATUTE 
OR  PARTICULAR  PROGRAM  STATUTE.  OR  BY  REGUI-A- 


TION,  RULE  OR  ORDER  ISSUED  PURSUANT  THERETO. 
THE  RELEVANT  RECORDS  IN  THE  SYSTEM  OF  RECORDS 
MAY  BE  REFERRED.  AS  A  ROUTINE  USE,  TO  THE  AP¬ 
PROPRIATE  AGENCY.  WHETHER  FEDERAL.  STATE, 
LOCAL  OR  FOREIGN.  CHARGED  WITH  THE  RESPONSIBILI¬ 
TY  OF  INVESTIGATING  OR  PROSECUTING  SUCH  VIOLA¬ 
TION  OR  CHARGED  WITH  ENFORCING  OR  IMPLEMENT¬ 
ING  THE  STATUTE.  OR  RULE,  REGULATION  OR  ORDER 
ISSUED  PURSUANT  THERETO. 

A  RECORD  FROM  THIS  SYSTEM  OF  RECORDS  MAY  BE 
DISCLOSED  AS  A  ROUTINE  USE  TO  A  FEDERAL.  STATE 
OR  LOCAL  AGENCY  MAINTAINING  CIVIL,  CRIMINAL  OR 
OTHER  RELEVANT  ENFORCEMENT  INFORMATION  OR 
OTHER  PERTINENT  INFORMATION.  SUCH  AS  CURRENT 
LICENSES.  IF  NECESSARY  TO  OBTAIN  INFORMATION 
RELEVANT  TO  AN  AGENCY  DECISION  CONCERNING  THE 
HIRING  OR  RETENTION  OF  AN  EMPLOYEE,  THE  IS¬ 
SUANCE  OF  A  SECURITY  CLEARANCE,  THE  LETTING  OF 
A  CONTRACT.  OR  THE  ISSUANCE  OF  A  LICENSE.  GRANT 
OR  OTHER  BENEFIT. 

A  RECORD  FROM  THIS  SYSTEM  OF  RECORDS  MAY  BE 
DISCLOSED  TO  A  FEMRAL  AGENCY  IN  RESPONSE  TO  ITS 
REQUEST,  IN  CONNECTION  WITH  THE  HIRING  OR  RE¬ 
TENTION  OF  AN  EMPLOYEE,  THE  ISSUANCE  OF  A 
SECURITY  CLEARANCE,  THE  REPORTING  OF  AN  IN¬ 
VESTIGATION  OF  AN  EMPLOYEE,  THE  LETTING  OF  A 
CONTRACT.  OR  THE  ISSUANCE  OF  A  LICENSE.  GRANT  OR 
OTHER  BENEFIT  BY  THE  REQUESTING  AGENCY,  TO  THE 
EXTENT  THAT  THE  INFORMATION  IS  RELEVANT  AND 
NECESSARY  TO  THE  REQUESTING  AGENCY’S  DECISION 
ON  THE  MATTER. 

Policies  and  practices  for  storing,,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  MAINTAINED  ON  DATA  INDEX  CARDS. 

Retrievability:  THROUGH  CARD  SORTING. 

Safeguards:  RECORDS  MAINTAINED  IN  BAR-LCXTK  STEEL 
CABINET.  ACCESS  LIMITED,  ON  A  NEED-TO-KNOW  BASIS. 

Retention  and  disposal:  RECORDS  ARE  MAINTAINED  IN¬ 
DEFINITELY. 

System  manager(s)  and  address:  CHIEF,  COMMUNICATIONS 
AND  INFORMATION  CENTER.  RM.  5666. 

Notification  procedure:  PRIVACY  OFFICER,  RM.  5725. 

Record  access  procedures:  SAME  AS  ABOVE. 

Contesting  record  procedures:  SAME  AS  ABOVE. 

Record  source  categories:  INTERNAL  AGENCY  SOURCES. 

'  ACDA— 6 

System  name:  IXXTUMENT  CLASSIFIER  DATA  INDEX-ACDA 

System  location:  AGENCY  HEADQUARTERS 

Categories  of  individuals  covered  by  the  system:  ACDA  PERSON¬ 
NEL  WITH  AUTHORITY  UNDEIV  EXECUTIVE  ORDER  11652 
TO  CLASSIFY  IXXTUMENTS  IN  THE  INTERESTS  OF  NA- 
TIONAl.  SECURITY. 

Categories  of  records  in  the  system:  CONTAINS  NAMED  LIST¬ 
ING  OF  IXXTUMENTS  CI.ASSIFIED  BY  A  PARTICULAR  IN- 
DIVIDUAI.. 

Authority  for  maintenance  of  the  system:  EXECUTIVE  ORDER 
11652,  SEC.  13. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  AVAILABLE  TO 
ACDA  MANAGEMENT  OFFICIALS  AND  MANAGEMENT  OF- 
FICLAI.S  OF  OTHER  AGENCIES  ON  A  NEED-TO-KNOW 
BASIS,  FOR  THE  PURPOSE  OF  DETERMINING  THE 
ORIGINAL  CI.ASSIFIER  OF  A  CLASSIFIED  DOCUMENT 
AND  TO  IDENTIFY  ANY  MISUSE  OF  THE  NATIONAL 
SECURITY  CLASSIFICATION  AUTHORITY. 

IN  THE  EVENT  THAT  THESE  RECORDS  INDICATE  A 
VIOLATION  OR  POTENTIAL  VIOl.ATION  OF  LAW. 
WHETHER  CIVIL,  CRIMINAL  OR  REGULATORY  IN  NA¬ 
TURE.  AND  WHETHER  ARISING  BY  GENERAL  STATUTE 
OR  PARTICUI.AR  PRCXiRAM  STATUTE.  OR  BY  REGULA¬ 
TION,  RULE  OR  ORDER  ISSUED  PURSUANT  THERETO, 
THE  RELEVANT  RECORDS  IN  THE  SYSTEM  OF  RECORDS 
MAY  BE  REFERRED,  AS  A  ROUTINE  USE,  TO  THE  AP¬ 
PROPRIATE  AGENCY.  WHETHER  FEDERAL,  STATE, 
LOCAL  OR  FOREIGN,  CHARGED  WITH  THE  RESPONSIBILI- 
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TY  OF  INVESTIGATING  OR  PROSECUTING  SUCH  VIOLA¬ 
TION  OR  CHARGED  WITH  ENFORCING  OR  IMPLEMENT¬ 
ING  THE  STATUTE.  OR  RULE,  REGULATION  OR  ORDER 
ISSUED  PURSUANT  THERETO. 

A  RECORD  FROM  THIS  SYSTEM  OF  RECORDS  MAY  BE 
DISCLOSED  AS  A  ROUTINE  USE  TO  A  FEDERAl.,  STATE 
OR  LOCAL  AGENCY  MAINTAINING  CIVIL,  CRIMINAL  OR 
OTHER  RELEVANT  ENFORCEMENT  INFORMATION  OR 
OTHER  PERTINENT  INFORMATION,  SUCH  AS  CURRENT 
LICENSES.  IF  NECESSARY  TO  OBTAIN  INORMATION 
RELEVANT  TO  AN  AGENCY  DECISION  CONCERNING  THE 
HIRING  OR  RETENTION  OF  AN  EMPLOYEE.  THE  IS¬ 
SUANCE  OF  A  SECURITY  CLEARANCE,  THE  LETTING  OF 
A  CONTRACT.  OR  THE  ISSUANCE  OF  A  LICENSE.  GRANT 
OR  OTHERENEFIT. 

A  RECORD  FROM  THIS  SYSTEM  OF  RECORDS  MAY  BE 
DISCLOSED  TO  A  FEDERAI.  AGENCY.  IN  RE.S1»()NSE  TO 
ITS  REQUEST.  IN  CONNECTION  WITH  THE  HIRING  OR  RE¬ 
TENTION  OF  AN  EMPLOYEE.  THE  ISSUANCE  OF  A 
SECURITY  CLEARANCE,  THE  REPORTING  OF  AN  IN- 
VE.STIGATION  OF  AN  EMPLOYEE.  THE  LETTING  OF  A 
CONTRACT.  OR  THE  LSSUANCE  OF  A  LICENSE,  GRANT  OR 
OTHER  BENEFIT  BY  THE  REQUE.STINCJ  ACJENCY.  TO  THE 
EXTENT  THAT  THE  INFORMATION  IS  RELEVANT  AND 
NECESSARY  TO  THE  REQUESTING  AGENCY’S  DECISION 
ON  THE  MATTER 

Policies  and  practices  for  storin}’,  retrieving,  accessin};,  retaining, 
and  disposing  of  records  in  the  sytem: 

.Storage:  MAINTAINED  ON  DATA  INDEX  CARDS. 

Retries  ability:  RETRIIIVED  BY  CARD  SORTING. 

Safeguards:  RECORDS  MAINTAINED  IN  A  STANDARD 
BAR-LOC'K  .STEEL  CABINET. 

Retention  and  disposal:  RFX'ORDS  ARFL  MAINTAINED  IN¬ 
DEFINITELY 

System  managerls)  and  address:  CHIEF,  COMMUNICATIONS 
AND  INFORMATION  CENTER,  RM.  5666 

Notification  procedure:  PRIVACY  OFFICFIR,  RM.  5725. 

Record  access  procedures:  SAMF'  AS  ABOVE. 

Contesting  record  pnK'edures:  SAMF^  AS  ABOVF^ 

Record  s«>urce  categories:  INTFiRNAL  ACiENCY  SOURCES. 

ACDA— 7 

System  name:  CONCJRESSIONAI  INFORMATION  AND  AT¬ 
TITUDES  FILE-ACDA 

System  location:  ACiENCV'  HF'AIX^UARTERS 

Categories  of  individuals  covered  by  the  system:  SFM.ECTED  LJ.S. 
SENATORS  AND  REPRESENTATIVES  ' 

Categories  of  records  in  the  system:  CONTAINS  BKKiRAPHI- 
CAI  MATERIAL.  VOTING  '  RECORDS.  PUBLIC  STATE¬ 
MENTS  BY  MEMBERS  OF  CONfJRESS  RELATING  TO  ARMS 
CONTROL  ISSUES.  CORRESPONDENCE  AND  RECORDS  OF 
CONVERSATIONS  AND  BRIEFINGS  BY  ACiENCY  PERSON¬ 
NEL 

Authority  for  maintenance  of  the  system:  22  U.S.C.  2551. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  AVAILABLE  TO 
AGENCY  OFFICIALS  FOR  BACKGROUND  AND  BRIEFING 
PURPOSES 

Policies  and  practic-es  for  storing,  retrieving,  acces.sing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  MAINTAINED  IN  STANDARD  FILE  FOLDERS. 

Retrieyability:  FILED  BY  LA.ST  NAME. 

Safeguards:  MAINTAINED  IN  BAR-LCX’K  STEEL  CABINET. 

Retention  and  disposal:  MAINTAINFID  UNTIL  THE  SUBJECTT 
MEMBER  OF  CONGRESS  LEAVES  OFFICE. 

.System  managerts)  and  address:  CONGRESSIONAL  LIAISON 
OFFICER,  RM.  5554. 

Notification  procedure:  PRIVACY  OFFICER.  RM.  5725 

Record  access  procedures:  SAME  AS  ABOVE. 

Contesting  record  procedures:  SAME  AS  ABOVE. 

Record  source  categories:  CONGRESSIONAl.  DIRECTORY. 
CONGRESSIONAL  QUARTERLY.  CONGRESSIONAL 
RECORDS.  MEMBERS  OF  CONGRESS  ON  WHOM  RECORDS 
ARE  MAINTAINED.  PUBLIC  SPEECHES  AND  MINUTES  OF 
MEETINGS. 


ACDA— 8 

System  name:  EXTERNAI.  CONTRACTS  (OTHER  THAN 
SMAI.L  PURCHASES)- ACDA 

System  location:  CONTROL  DATA  CORP.,  6003  EXECUTIVE 
BLVD.,  RCXTKVILLE,  MD.  20852. 

Categories  of  individuals  covered  by  the  system:  INDIVIDUALS 
PERFORMING  WORK  ON  CONTRACTS  FOR  THE  AGENCY. 

Categories  of  records  in  the  system:  NAME  OF  INDIVIDUAL, 
AMOUNT  OF  CONTRACTT,  DATE  OF  AWARD,  TITLE  OF 
CONTRACT.  RESEARCH  CATEGORY.  FISCAL.  YEAR,  T'YPE 
OF  BUSINESS,  REPORTING  REQUIREMENTS. 

Authority  for  maintenance  of  the  system:  22  U.S.C.  2571,  2581;  40 

U. S.C.  481 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  AVAILABLE  TO 
AGENCY  OFFICIALS  FOR  THE  PURPOSE  OF  DETERMIN¬ 
ING  PRfXJRESS  ON  AGENCY  CONTRACTS,  INCLUDING 
RESEARCH  AND  COMPLETED  RESEARCH  IN  VARIOUS 
CATEGORIES  AND  DOLLAR  AMOUNT  BY  FISCAL  YEAR. 

AL. SO  AVAILABLE  TO  CONGRESSIONAL  COMMITTEES 
FOR  PURPOSES  OF  AUTHORIZATION  HEARINGS. 

IN  THE  EVENT  THAT  THESE  RECORDS  INDICATE  A 
VIOLATION  OR  POTENTIAL  VIOLATION  OF  LAW. 
WHETHER  CIVIL.  CRIMINAL  OR  REGULATORY  IN  NA¬ 
TURE,  AND  WHETHER  ARISING  BY  GENERAL  STATUTE 
OR  PARTICULAR  PRCXIRAM  .STATUTE,  OR  BY  REGULA¬ 
TION.  RULE  OR  ORDER  ISSUED  PURSUANT  THERETO, 
THE  RELEVANT  RECORDS  IN  THE  SYSTEM  OF  RECORDS 
MAY  BE  REFERRED.  AS  A  ROUTINE  USE.  TO  THE  AP¬ 
PROPRIATE  AGENCY,  WHETHER  FEDERAL.  .STATE, 
LCX'AI.  OR  FOREIGN.  CHARGED  WITH  THE  RESPONSIBLI- 
TY  OF  INVE.STIGATING  OR  PROSECUTING  SUCH  VIOLA¬ 
TION  OR  CHARGED  WITH  ENFORCING  OR  IMPLEMENT¬ 
ING  THE  STATUTE,  OR  RULE,  REGULATION.  OR  ORDER 
ISSUED  PURSUANT  THERETO. 

A  RECORD  FROM  THIS  SYSTEM  OF  RECORDS  MAY  BE 
DLSCLOSED  AS  A  ROUTINE  USE  TO  A  FEDERAL,  STATE 
OR  IXXTAL  AGENCY  MAINTAINING  CIVIL,  CRIMINAL  OR 
OTHER  REI.EVANT  ENFORCEMENT  INFORMATION  OR 
OTHER  PERTINENT  INFORMATION.  SUCH  AS  CURRENT 
LICENSES,  IF  NECESSARY  TO  OBTAIN  INFORMATION 
RELEVANT  TO  AN  AGENCY  DECISION  CONCERNING  THE 
HIRING  OR  RETENTION  OF  AN  EMPLOYEE,  THE  IS¬ 
SUANCE  OF  A  .SECURITY  CLEARANCE.  THE  LETTING  OF 
A  CONTRACT,  OR  THE  LSSUANCE  OF  A  LICENSE,  GRANT 
OR  OTHER  BENEFIT. 

A  RECORD  FROM  THIS  SYSTEM  OF  RECORDS  MAY  BE 
DISCLOSED  TO  A  FEDERAL  AGENCY.  IN  RESPONSE  TO 
ITS  REQUEST,  IN  CONNECTION  WITH  THE  HIRING  OR  RE¬ 
TENTION  OF  AN  EMPLOYEE,  THE  IS.SUANCE  OF  A 
SECURITY  CLEARANCE,  THE  REPORTING  OF  AN  IN- 
VESTICiATION  OF  AN  EMPLOYEE.  THE  LETTING  OF  A 
CONTRACT,  OR  THE  ISSUANCE  OF  A  LICENSE.  GRANT  OR 
OTHER  BENEFIT  BY  THE  REQUESTING  AGENCY.  TO  THE 
EXTENT  THAT  THE  INFORMATION  IS  RELEVANT  AND 
NECESSARY  TO  THE  REQUESTING  AGENCY’S  DECISION 
ON  THE  MATTER. 

THE  INFORMATION  CONTAINED  IN  THIS  SYSTEM  OF 
RECORDS  WILL  BE  DISCLOSED  TO  THE  OFFICE  OF 
MANAGEMENT  AND  BUDGET  IN  CONNECmON  WITH  THE 
REVIEW  OF  PRIVATE  RELIEF  LEGISLATION  AS  SET 
FORTH  IN  OMB  CIRCULAR  NO.  A019  AT  ANY  STAGE  OF 
THE  LEGISLATIVE  C(X)RDINATION  AND  CLEARANCE 

PR(X:F^S  as  set  forth  in  that  circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  MAINTAINED  ON  COMPUTER  TAPE. 

Retrievability:  BY  IJ^ST  NAME  OF  CONTRACTOR  OR  PRO¬ 
JECT  NUMBER. 

.Safeguards:  COMPUTER  PRINTOUTS  ARE  KEPT  IN  BAR- 
LCXTK  STEEL  CABINETS;  ACCESS  LIMITED  ON  A  NEED- 
TO-KNOW  BASIS.  IN  ACCORDANCE  WITH  THE  ABOVE 
ROUTINE  USES. 

Retention  and  disposal:  RECORDS  ARE  MAINTAINED  FOR 
SIX  "YEARS  AFTER  FINAL  SETTLEMENT  AND  THEN 
DESTROYED. 

System  manager! s)  and  address:  CONTRACTING  OFFICER, 
RM.  2318 
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Notification  prot^ure:  PRIVACY  OFFICER,  RM.  5725 
Record  access  procedures:  SAME  AS  ABOVE 
Contesting  record  procedures:  SAME  AS  ABOVE 
Record  source  categories:  INDIVIDUAL  ON  WHOM  THE 
RECORD  IS  MAINTAINED,  INTERNAL  AGENCY  SOURCES. 

ACDA— 9 

System  name:  PRIVACY  ACT  REQUESTS  FILE- ACDA 
System  location:  AGENCY  HEADQUARTERS 
Categories  of  individuals  covered  by  the  sy.stem:  REQUF3STERS 
FOR  INFORMATION  OR  OTHER  SERVICES  PROVIDED  BY 
THE  AGENCY  UNDER  THE  PRIVACY  ACT  OF  1974 
Categories  of  records  in  the  system:  REQUESTS  FOR  INFOR¬ 
MATION  OR  OTHER  SERVICES  PROVIDED  BY  THE  AGEN¬ 
CY  UNDER  THE  PRIVACY  ACT  OF  1974,  INCLUDING  BUT 
NOT  LIMITED  TO  AGENCY  RESPONSES  THERETO. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  552A. 

Routine  u.ses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  u.scs:  AVAILABLE  TO 
AGENCY  OFFICIALS  FOR  USE  IN  MONITORING  AND 
EVALUATING  REQUESTS  FOR  INFORMATION  OR  OTHER 
SERVICES  PROVIDED  BY  THE  AGENCY  UNDER  THE 
PRIVACY  ACT  OF  1974.  IN  THE  EVENT  THAT  THESE 
RECORDS  INDICATE  A  VIOLATION  OR  POTENTIAL  VIOLA¬ 
TION  OF  LAW,  WHETHER  CIVIL,  CRIMINAL  OR  REGULA¬ 
TORY  IN  NATURE,  AND  WHETHER  ARISING  BY  GENERAL. 
STATUTE  OR  PARTICULAR  PRtXiRAM  STATUTE,  OR  BY 
REGULATION,  RULE  OR  ORDER  ISSUED  PURSUANT 
THERETO,  THE  RELEVANT  RECORDS  IN  THE  SYSTEM  OF 
RECORDS  MAY  ME  REFERRED.  AS  A  ROUTINE  USE.  TO 
THE  APPROPRIATE  AGENCY,  WHETHER  FEDERAL.. 
STATE,  LOCAL  OR  FOREIGN,  CHARGED  WITH  THE 
RESPONSIBILITY  OF  INVESTIGATING  OR  PROSECUTING 
SUCH  VIOLATION  OR  CHARGED  WITH  ENFORCING  OR 
IMPLEMENTING  THE  STATUTE.  OR  RULE.  REGULATION 
OR  ORDER  ISSUED  PURSUANT  THERETO. 

A  RECORD  FROM  THIS  SYSTEM  OF  RECORDS  MAY  BE 
DISCLOSED  AS  A  ROUTINE  USE  TO  A  FEDERAL,  STATE 
OR  LOCAL  AGENCY  MAINTAINING  CIVIL.  CRIMINAL  OR 
OTHER  RELEVANT  ENFORCEMENT  INFORMATION  OR 
OTHER  PERTINENT  INFORMATION,  SUCH  AS  CURRENT 
LICENSES.  IF  NECESSARY  TO  OBTAIN  INFORMATION 
RELEVANT  TO  AN  AGENCY  DECISION  CONCERNING  THE 
HIRING  OR  RETENTION  OF  AN  EMPLOYEE,  THE  IS¬ 
SUANCE  OF  A  SECURITY  CLEARANCE.  THE  LETTING  OF 
A  CONTRACT.  OR  THE  ISSUANCE  OF  A  LICENSE,  GRANT 
OR  OTHER  BENEFIT. 

A  RECORD  FROM  THIS  SYSTEM  OF  RECORDS  MAY  BE 
DISCLOSED  TO  A  FEDERAL  ACJENCY,  IN  RESPONSE  TO 
ITS  REQUEST,  IN  CONNECTION  WITH  THE  HIRING  OR  RE¬ 
TENTION  OF  AN  EMPLOYEE.  THE  ISSUANCE  OF  A 
SECURITY  CLEARANCE.  THE  REPORTING  OF  AN  IN¬ 
VESTIGATION  OF  AN  EMPLOYEE.  THE  LETTING  OF  A 
CONTRACT.  OR  THE  ISSUANCE  OF  A  LICENSE,  GRANT  OR 
OTHER  BENEFIT  BY  I  HE  REQUESTING  AGENCY,  TO  THE 
EXTENT  THAT  THE  INFORMATION  IS  RELEVANT  AND 


NECESSARY  TO  THE  REQUESTING  AGENCY’S  DECISION 
ON  THE  MATTER. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  MAINTAINED  IN  STANDARD  RLE  FOLDERS. 
RetrievabilHv:  BY  LAST  NAME  OF  INDIVIDUAL 

requf:ster. 

Safeguards:  RECORDS  ARE  MAINTAINED  IN  A  BAR-LOCK 
STEEL  CABINET. 

Retention  and  disposal:  RECORDS  ARE  MAINTAINED  AS 
LONG  AS  THE  SYSTEMS  OF  RECORDS  WHICH  HAVE  BEEN 
THE  SUBJECT  OF  PRIVACY  ACT  REQUESTS  ARE  ACTIVE, 
OR  FOR  A  PERIOD  OF  FIVE  YEARS  AFTER  THE  AGENCY 
RESPONSE  TO  THE  REQUEST,  WHICHEVER  IS  LONGER. 
System  manageris)  and  address:  PRIVACY  OFFICER,  RM.  5725. 
Notification  procedure:  SAME  AS  ABOVE 
Record  access  procedures:  SAME  AS  ABOVE 
Contesting  record  procedures:  SAME  AS  ABOVE 
Record  source  categories:  AUTHORS  OF  PRIVACY  ACT 
REQUESTS. 

ACDA— 10 

System  name:  FREEDOM  OF  INFORMATION  ACT  REQUESTS 
System  location:  AGENCY  LIBRARY,  DEPARTMENT  OF 
STATE  BUILDING,  RM.  5672  .^20  21  ST  ST..  N.W.  WASHING¬ 
TON,  D.C.  20451 

Categories  of  individuals  covered  by  the  system:  REQUESTERS 
FOR  INFORMATION  UNDER  THE  FREEDOM  OF  INFORMA¬ 
TION  ACT. 

Categories  of  records  in  the  system:  REQUESTS  FOR  INFOR¬ 
MATION  UNDER  THE  FREEDOM  OF  INFORMATION  ACT 
AND  AGENCY  DISPOSITION  THEREOF. 

.4uthority  for  maintenance  of  the  system:  5  U.S.C.  552 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  AVAILABLE  TO 
AGENCY  OFFICIALS  FOR  USE  IN  MONITORING  AND 
EVALUATING  REQUESTS  FOR  INFORMATION  UNDER  THE 
FREEIX)M  OF  INFORMATION  ACT. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  MAINTAINED  ON  STANDARD  3X5  FILE  CARDS. 
Ketrievabiiitv:  BY  LAST  NAME  OF  INDIVIDUAL 

REQUESTER'. 

Safeguards:  RECORDS  ARE  MAINTAINED  IN  A  BAR-LOCK 
STEEL  CABINET. 

Retention  and  disposal:  RECORDS  ARE  MAINTAINED  IN¬ 
DEFINITELY. 

System  manager(s)  and  address:  FREEIX)M  OF  INFORMATION 
OFFICER,  RM.  5672 
Notification  procedure:  SAME  AS  ABOVE 
Record  access  procedures:  SAME  AS  ABOVE 
Contesting  record  procedures:  SAME  AS  ABOVE 
Record  source  categories:  AUTHORS  OF  FREEDOM  OF  IN¬ 
FORMATION  ACT  REQUESTS. 
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PENNSYLVANIA  AVENUE 
DEVELOPMENT  CORPORATION 

[  36  CFR  Part  903  ] 

PRIVACY  ACT 

Notice  of  Proposed  Rulemaking 

Notice  is  hereby  given  that  the  Cor¬ 
poration  proposes  regulations  to  imple¬ 
ment  the  Privacy  Act  of  1974  (Pub.  L.  93- 
579,  88  Stat.  1896).  In  order  to  accom¬ 
modate  these  and  other  regulations  to 
be  adopted  by  the  Corporation,  there  is 
hereby  established  a  new  Chapter  IX, 
Pennsylvania  Avenue  Development  Cor¬ 
poration,  and  there  is  proposed  a  new 
Part  903,  Privacy  Act  Regulations,  to  be 
added  to  Title  36  of  the  Code  of  Federal 
Regulations. 

The  addition  of  a  new  chapter  for  the 
Corporation’s  regulations  is  made  under 
the  authority  of  Section  6  of  the  Penn¬ 
sylvania  Avenue  Development  Corpora¬ 
tion  Act  of  1972,  as  amended  (Pub.  L.  92- 
578,  86  Stat.  1266:  Pub.  L.  93-427,  88  Stat. 
1170;  40  U.S.C.  871  et  seq.) . 

Proposed  Part  903  would  establish 
regulations  for  the  protection  of  personal 
privacy  of  individuals  identified  in  rec¬ 
ords  maintained  by  the  Corporation.  The 
significant  portions  specify  the  proce¬ 
dures  for  requesting  information,  access 
to  and  disclosure  of  records,  and  the  ac¬ 
tion  to  be  taken  by  the  Corporation  in 
response  to  such  requests.  The  Admin¬ 
istrative  Officer  has  been  named  the  per¬ 
son  primarily  responsible  for  handling  all 
requests  under  the  Privacy  Act.  The 
Executive  Director,  or  an  officer  des¬ 
ignated  by  him,  is  to  be  responsible  for 
handling  appeals  from  initial  adverse  de¬ 
terminations  by  the  Administrative 
Officer  on  requests  received  from  individ¬ 
uals  to  amend  records  having  personal 
information  pertaining  to  them.  The 
regulations  further  propose  procedures 
for  the  recording  of  disclosures  of  rec¬ 
ords,  and  for  obtaining  an  accounting  of 
disclosures  made  by  the  Corporation. 

Any  person  interested  in  the  rules 
proposed  herein  may  participate  in  this 
rulemaking  by  submitting  written  views, 
sylvania  Avenue  Development  Corpora¬ 
tion,  425  13th  Street.  NW.,  Suite  1148, 
Washington.  D.C.  20004,  on  or  before 
September  30,  1975. 

Accordingly,  the  Pennsylvania  Avenue 
Development  Corporation  hereby  pro- 
pxjses  to  add  to  36  CFR  Chapter  IX,  the 
following  Part  903,  Privacy  Act  Regula¬ 
tions: 

PART  903— PRIVACY  ACT  REGULATIONS 

Sec. 

903.1  Purpose  and  scope. 

903.2  Definitions. 

903.3  Procedures  for  notification  of  records 

pertaining  to  Individuals. 

903.4  Requests  for  access  to  records. 

903.5  Requests  for  amendment  of  record. 

903.6  Review  of  requests  for  amendment  of 

record; 

903.7  Appeal  of  Initial  adverse  determina¬ 

tion  of  request  for  amendment  of 
record. 

903.8  Disclosure  of  records  to  persons  or 

agencies. 

903.9  Pees. 

903.10  Penalties. 

903.11  [Reserved] 


AuTHoamr:  Privacy  Act  of  1974  (Pub.  L. 
93-579,  88  Stat.  1896  (  5  U.S.C.  522a)):  Penn¬ 
sylvania  Avenue  Development  COTporatlon 
Act  of  1972,  as  amended  (Pub.  L.  92-678,  86 
SteU;.  1266;  Pub.  L.  93-427,  88  Stat.  1170;  (40 
U.S.C.  871  et  seq.)). 

§  903.1  Purpose  and  scope. 

The  purpose  of  this  part  is  to  enable 
the  Pennsylvania  Avenue  Development 
Corporation  to  implement  the  Privacy 
Act  of  1974,  and  in  particular  the  pro¬ 
visions  of  5  U.S.C.  552a,  as  added  by  the 
Act.  The  Act  was  designed  to  insure  that 
personal  information  about  individuals 
collected  by  Federal  agencies  be  limited 
to  that  which  is  legally  authorized  and 
necessary,  and  that  the  information  is 
maintain^  in  a  manner  which  precludes 
unwarranted  intrusions  upon  individual 
privacy.  The  regulations  in  this  part 
establish  and  make  public  procedures 
whereby  an  individual  can  (a)  request 
notification  of  whether  or  not  the  Cor¬ 
poration  maintains  or  has  disclosed  a 
record  pertaining  to  him  or  her,  (b)  re¬ 
quest  access  to  such  a  record  or  an  ac¬ 
counting  of  its  disclosure,  (c)  request 
that  the  record  be  amended,  and  (d)  ap¬ 
peal  any  initial  adverse  determination  of 
these  requests. 

§  903.2  Definitions. 

As  used  in  this  part; 

(a)  “Agency"  means  agency  as  de¬ 
fined  in  5  U.S.C.  552(e) . 

(b)  “Corp>oration”  means  the  Penn¬ 
sylvania  Avenue  Development  (Corpora¬ 
tion. 

(c)  “Day”  or  “days”  shall  exclude 
Saturdays,  Simdays  and  legal  holidays. 

(d)  “Individual”  means  a  citizen  of 
the  United  States  or  an  alien  lawfully 
admitted  for  permanent  residence. 

(e)  “Maintain”  Includes  maintain, 
collect,  use,  or  disseminate. 

(f)  “Record”  means  any  items,  collec¬ 
tion.  or  grouping  of  information  about  an 
individual  that  is  maintained  by  an 
agency,  including,  but  not  limited  to,  his 
or  her  education,  financial  transactions, 
medical  history,  and  criminal  or  employ¬ 
ment  history  and  that  contains  his  or  her 
name,  or  the  identifying  number,  sym¬ 
bol,  or  other  Identifying  particular  as¬ 
signed  to  the  individual,  such  as  a  finger 
or  voice  print  or  a  photograph. 

^(g)  The  term  “system  of  records” 
ineans  a  group  of  records  under  the  con¬ 
trol  of  an  agency  from  which  information 
is  retrieved  by  the  name  of  the  individual 
or  by  some  Identifying  number,  symbol, 
or  other  identifying  particular  assigned 
to  the  individual. 

(h)  The  term  “statistical  record” 
means  a  record  in  a  system  of  records 
maintained  for  statistical  research  or  re¬ 
porting  purposes  only  and  not  used  in 
whole  or  in  part  in  making  any  determi¬ 
nation  about  an  identifiable  individual 
except  as  provided  by  Section  8  of  Title 
13,  United  States  Code. 

(1)  The  term  “routine  use”  means, 
with  respect  to  the  disclosure  of  a  record, 
the  use  of  such  record  for  a  purpose 
which  is  compatible  with  the  purpose  for 
which  it  was  collected. 


§  903.3  Procedures  for  notification  of 
records  pertaining  to  individuals. 

(a)  An  Individual,  upon  a  request 
made  in  person  or  in  writing,  will  be  in¬ 
formed  if  any  Corporation  system  of  rec¬ 
ords  named  by  the  individual  contains  a 
record  pertaining  to  him  or  her.  The  re¬ 
quest  must  include  a  reasonable  identifi¬ 
cation  of  the  system  of  records,  as  de¬ 
scribed  by  notice  published  in  the  Fed¬ 
eral  Register.  The  request  should  be  ad¬ 
dressed  to  the  Administrative  Officer, 
Pennsylvania  Avenue  Development  Cor¬ 
poration,  425  13th  Street,  NW.,  Suite 
1148,  Washington.  D.C.  20004. 

(b)  Requests  made  in  person  may  be 
presented  at  the  above  address  between 
the  hours  of  9:00  a.m.  and  5:00  p.m. 
Monday  through  Friday  (except  legal 
holidays) .  The  Administrative  Officer  of 
the  Corporation  wil  require  adequate  per¬ 
sonal  identification  before  processing  the 
request.  If  a  request  is  made  in  writing, 
it  must  be  imder  the  signature  of  the  re¬ 
questing  individual  and  be  accompanied 
by  a  signed  notarized  statement  to  verify 
his  or  her  identity. 

(c)  Within  10  days  of  receipt  of  a  re¬ 
quest  made  under  this  section  the  Ad¬ 
ministrative  Officer  will  acknowledge  re¬ 
ceipt  of  the  request  and  inform  the  indi¬ 
vidual  if  any  system  of  records  identified 
in  the  request  contains  a  record  pertain¬ 
ing  to  him  or  her. 

§  903.4  Requests  for  access  to  records. 

(a)  Ebccept  as  otherwise  provided  by 
law  or  regulation,  an  Individual  upon  re¬ 
quest  made  in  person  or  delivered  in  writ¬ 
ing  may  gain  access  to  his  or  her  record 
or  to  any  information  pertaining  to  him 
or  her  which  is  contained  in  a  system 
of  records  maintained  by  the  Corpora¬ 
tion,  and  to  review  the  record  and  have 
a  copy  made  of  all  or  any  portion  thereof 
in  a  form  comprehensible  to  him  or  her. 
An  individual  seeking  access  to  a  Corpo¬ 
ration  record  may  be  accompanied  by  a 
person  of  his  or  her  choosing.  However, 
the  Corporation  will  require  a  written 
statement  from  the  individual  author¬ 
izing  discussion  of  his  or  her  record  in 
the  accompanying  person’s  presence. 

(b)  A  request  under  paragraph  (a)  of 
this  section  shall  be  directed  to  the  Ad¬ 
ministrative  Officer  at  the  place,  times 
and  in  the  manner  prescribed  in  §  903.3 
(a)  and  (b).  The  request  should  specify 
at  what  date  and  time  the  individual 
would  like  to  gain  access  to  his  or  her 
record.  The  Administrative  Officer  of  the 
Corporation  will  require  adequate  per¬ 
sonal  identification  before  processing  a 
request. 

(c)  Within  10  days  of  receipt  of  a 
request  made  under  this  section  the  Ad¬ 
ministrative  Officer  will  acknowledge  re¬ 
ceipt  of  the  request  and  notify  the  in¬ 
dividual  whether  or  not  access  will  be 
granted,  and  if  it  is,  whether  or  not  the 
date  and  time  requested  for  access  is  ac¬ 
ceptable  to  the  Corporation.  If  the  date 
and  time  is  not  acceptable,  the  Admin¬ 
istrative  Officer  will  suggest  an  alternate 
opportunity  for  access  to  the  record. 
Access  shall  be  provided  within  30  days 
of  receipt  of  the  request  unless  the 
Corporation,  for  good  cause  shown,  is 
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unable  to  provide  prompt  access,  in  which 
case  the  individual  will  be  informed  in 
writing  within  the  30  days  as  to  the  cause 
for  delay  and  when  it  is  anticipated  that 
access  will  be  granted.  At  the  time  access 
is  granted,  the  individual  must  sign  a 
statement  indicating  that  he  or  she  has 
reviewed  the  record  specified. 

(d)  Pees,  if  any,  to  be  charged  to  an 
individual  for  making  copies  of  his  or 
her  record  will  be  as  provided  in  §  903.9. 

§  903.5  Requests  for  amendment  of 
record. 

An  mdividual  may  request  amendment 
of  a  Corporation  record  pertaining  to  him 
or  to  her,  if  the  individual  believes  that 
the  record  contains  information  which 
is  not  accurate,  relevant,  timely,  or  com¬ 
plete.  The  request  shall  be  in  writing, 
whether  presented  in  person  or  by  mail, 
shall  state  with  specificity  the  record 
sought  to  be  amended,  and  shall  propose 
wording  of  the  correction  or  amendment 
sought.  The  request  shall  be  directed  to 
the  Administrative  Officer  at  the  place, 
times  and  in  the  manner  specified  in 
§  903.3  fa)  and  (b).  Not  later  than  10 
days  after  the  date  of  receipt  of  a  reouest 
the  Administrative  Officer  will  acknowl¬ 
edge  it  in  writing.  The  acknowledgement 
will  clearly  describe  the  request,  and  If  a 
determination  has  not  already  been 
made,  will  advise  the  individual  when  he 
or  she  may  expect  to  be  advised  of  action 
taken  on  the  request.  For  requests  pre¬ 
sented  in  person,  written  acknowledge¬ 
ment  will  be  provided  at  the  time  when 
the  request  is  presented.  No  separate 
acknowledgement  of  receipt  will  be  issued 
if  the  request  can  be  reviewed  and  the 
individual  advised  of  the  results  of  the 
review  within  the  10  day  period. 

§  903.6  Review  of  request  for  amend¬ 
ment  of  record. 

(a)  Upon  receipt  of  a  request  for 
amendment  of  a  record  under  §  903.5, 
the  Administrative  OflBcer  will  promptly 
review  the  record,  and:  either  (1)  Amend 
any  portion  thereof  which  the  individual 
believes  is  not  accurate,  relevant,  timely, 
or  complete:  or  (2)  inform  the  individ¬ 
ual  of  refusal  to  amend  the  record  in 
accordance  with  the  request.  In  review¬ 
ing  a  record  pursuant  to  a  request  to 
amend  it,  the  Corporation  will  assess  the 
accuracy,  relevance,  timeliness  and  com¬ 
pleteness  of  the  record  in  terms  of  the 
criteria  established  in  5  U.S.C.  522a(e) 
(5) .  In  reviewing  a  record  in  response 
to  a  request  to  amend  it  by  deleting 
information,  the  Conroration  will  ascer¬ 
tain  whether  or  not  the  information  is 
relevant  and  necessary  to  accomplish  a 
purpose  of  the  Corporation  required  to 
be  accomplished  by  statute  or  by  execu¬ 
tive  order  of  the  President,  as  prescribed 
by  5  U.S.C.  522a(e)(l). 

(b)  The  Corporation  shall  take  the 
action  specified  in  paragraph  (a)  of  this 
section  within  30  days  of  receipt  of  a 
request  for  amendment  of  a  record,  un¬ 
less  unusual  circumstances  preclude  com¬ 
pletion  of  the  action  within  that  time. 
If  the  expected  completion  date  for  the 
action,  as  indicated  in  the  acknowledge¬ 
ment  provided  pursuant  to  §  903.5  cannot 


be  met,  the  individual  shall  be  advised 
of  the  delay  and  of  a  revised  date  when 
action  is  expected  to  be  completed.  If 
necessary  for  an  accurate  review  of  the 
record,  the  Corporation  will  seek,  and  the 
individual  will  supply,  additional  infor¬ 
mation  in  support  of  his  or  her  request 
for  amending  the  record. 

(c)  If  the  Corporation  agrees  with  all 
or  any  portion  of  an  individual’s  request 
to  amend  a  record,  the  Corporation  will 
so  advise  the  individual  in  writing,  and 
amend  the  record  to  the  extent  agreed 
to  by  the  Corporation.  Where  an  ac¬ 
counting  of  disclosures  has  been  kept,  the 
Corporation  will  advise  all  previous  re¬ 
cipients  of  the  record  of  the  fact  that 
the  amendment  was  made  and  the  sub¬ 
stance  of  the  amendment. 

(d>  If  the  Corporation  disagrees  with 
all  or  any  portion  of  an  individual’s  re¬ 
quest  to  amend  a  record,  the  Corpora¬ 
tion  shall: 

( 1 )  Advise  the  individual  of  its  adverse 
determination  and  the  reasons  therefor, 
including  the  criteria  used  by  the  Cor¬ 
poration  in  conducting  the  review; 

(2)  Inform  the  individual  that  he  or 
she  may  request  a  review  of  the  adverse 
determination  by  the  Executive  Director 
of  the  Corporation,  or  by  an  officer  of 
the  Corporation  designated  by  the  Exec¬ 
utive  Director;  and, 

(3)  Advise  the  individual  of  the  pro¬ 
cedures  for  requesting  such  a  review, 
including  the  name  and  address  of  the 
official  to  whom  the  request  should  be 
directed. 

(e)  If  the  Corporation  is  apprised  by 
another  agency  of  any  corrections  or 
other  amendments  made  to  a  record  con¬ 
tained  in  the  Corporation’s  system  of 
records,  the  Corporation  will  promptly 
amend  its  record  and  advise  in  writing 
all  previous  recipients  of  the  record  of 
the  fact  that  the  amendment  was  made 
and  the  substance  of  the  amendment. 

§  903.7  Appeal  of  initial  adverse  deter¬ 
mination  of  request  for  amendment 
of  record. 

(a)  Not  more  than  15  days  after  re¬ 
ceipt  by  an  individual  of  notice  of  an  ad¬ 
verse  determination  by  the  Administra¬ 
tive  Officer  concerning  a  request  to 
amend  a  record,  the  individual  may  ap- 
E)eal  the  determination  by  seeking  a  re¬ 
view  by  the  Executive  Director  of  the 
Corporation,  or  by  an  officer  of  the  Cor¬ 
poration  designate  by  him.  ’The  appeal 
shall  be  in  writing,  mailed  or  delivered  to 
Executive  Director,  Pennsylvania  Avenue 
Development  Corporation,  425  13th 
Street.  NW..  Suite  1148,  Washington, 
D.C.  20004.  The  appecd  shall  identify  the 
record  in  the  same  manner  as  it  was 
identified  in  the  original  request,  shall 
indicate  the  dates  of  the  original  request 
and  of  the  adverse  determination,  and 
shall  indicate  the  expressed  basis  for  that 
determination.  In  addition,  the  appeal 
shall  state  briefly  the  reasons  why  the 
adverse  determination  should  be  re¬ 
versed. 

(b)  Not  later  than  30  days  after  re¬ 
ceipt  of  an  appeal,  the  Executive  Direc¬ 
tor,  or  an  officer  otf  the  Corporation  de¬ 


signated  by  him,  will  cwnplete  a  review 
of  the  appeal  and  the  initial  determina¬ 
tion,  and  either: 

(1)  Determine  that  the  appeal  should 
be  granted,  take  the  appropriate  action 
with  respect  to  the  record  in  question, 
and  notify  the  individual  accordingly: 
or, 

(2)  Determine  that  the  appeal  should 
be  denied.  The  reviewing  official  may,  at 
his  or  her  option,  request  from  the  indi¬ 
vidual  such  additional  information  as  is 
deemed  necessary  to  properly  conduct  the 
review.  If  additional  time  is  required,  the 
Executive  Director  may  for  good  cause 
shown  extend  the  period  for  action  be¬ 
yond  the  30  days  specified  above.  The 
individual  will  then  be  Informed  in  writ¬ 
ing  of  the  delay  and  the  reasons  there¬ 
for,  and  of  the  approximate  date  on 
which  action  is  expected  to  be  completed. 

(c)  If  the  reviewing  official  denies  the 
appeal,  he  or  she  shall  advise  the  indi¬ 
vidual  in  writing; 

( 1 )  Of  the  decision  and  the  reasons  for 
reaching  it; 

(2)  That  the  denial  of  the  appeal  is  a 
final  agency  action  entitling  the  individ¬ 
ual  to  seek  Judicial  review  in  the  appro¬ 
priate  district  court  of  the  United  States, 
as  provided  in  5  U.S.C.  552a  (g) ;  and, 

(3)  That  the  individual  may  file  with 
the  Corporation  a  concise  statement  set¬ 
ting  forth  the  reasons  for  his  or  her  dis¬ 
agreement  with  the  refusal  of  the  Cor¬ 
poration  to  amend  the  record  in  question. 

(d)  Any  individual  having  received 
notice  of  a  denial  of  an  appeal  to  amend 
a  record  may  file  a  statement  of  disagree¬ 
ment  with  the  Executive  Director  not 
later  than  30  days  from  receipt  of  the  no¬ 
tice.  Such  statements  shall  ordinarily  not 
exceed  one  page  in  length,  and  the  Cor¬ 
poration  reserves  the  right  to  reject 
statements  of  excessive  length.  Upon  re¬ 
ceipt  of  a  propor  and  timely  statement 
of  disagreement,  the  Corporation  will 
clearly  annotate  the  record  in  question  to 
indicate  the  portion  of  the  record  which 
is  in  dispute.  ’Thereafter,  in  any  disclo¬ 
sure  containing  information  about  which 
an  individual  has  filed  a  statement  of 
disagreement,  the  Corporation  will  pro¬ 
vide  a  copy  of  the  statement  together 
with  the  record  to  which  it  pjertalns.  If 
the  Corporation  deems  it  appropriate  it 
may  also  include  in  any  such  disclosure 
its  own  concise  statement  of  the  reasons 
for  not  making  the  amendments  re¬ 
quested. 

§  903.8  Disclosure  of  records  to  persons 
or  agencies. 

(a)  The  Corporation  will  not  disclose 
any  record  which  is  contained  in  a  sys¬ 
tem  of  records,  by  any  means  of  com¬ 
munication  to  any  pierson  or  to  another 
agency  except: 

(1)  Pursuant  to  a  written  request  by, 
or  with  the  prior  written  consent  of,  the 
individual  to  whom  the  record  pertains; 

(2)  To  those  officers  and  employees  of 
the  Corporation  who  have  a  need  for  the 
record  in  the  performance  of  their 
duties; 

(3)  When  required  U’^der  5  U.S.C.  522 
(The  Freedom  of  Information  Act) ;  or 


FEDERAL  REGISTER,  VOL.  40,  NO.  168 — THURSDAY,  AUGUST  28,  1975 


PROPOSED  RULES 


39673 


(4)  Pursuant  to  the  conditions  of  dis¬ 
closure  contained  in  5  U.S.C.  552a(b)  (3) 
through  5  U.S.C.  522a(b)(ll). 

(b)  The  Administrative  Officer  of  the 
Corporation  shall  keep  an  accounting  of 
each  disclosure  made  pursuant  to  para¬ 
graph  (a)  (4)  of  this  section,  in  ac¬ 
cordance  with  5  U.S.C.  552a(c).  Except 
for  disclosures  made  pursuant  to  5  U.S.C. 
552a(b)(7).  the  Administrative  Officer 
shall  make  the  accoimting  kept  under 
this  paragraph  available  to  an  individual 
to  whom  the  record  pertains,  upon  his  or 
her  request.  An  individual  requesting  an 
accounting  of  disclosures  should  do  so 
at  the  place,  times  and  in  the  manner 
specified  in  iS  903.3  (a)  and  (b). 

§  903.9  Fees. 

No  fees  shall  be  charged  for  locating 
and  providing  the  first  copy  of  a  record 
or  any  portion  thereof  to  individuals  to 


whom  the  record  pertains.  The  fee  sched¬ 
ule  for  additional  copies  is  the  same  as 
that  appearing  in  Part  902  of  this  chap¬ 
ter,  implementing  the  Freedom  of  In¬ 
formation  Act. 

§  903.10  Penalties. 

The  provision  of  5  U.S.C.  552a(l),  as 
added  by  Section  3  of  the  Privacy  Act. 
make  it  a  misdemeanor  subject  to  a 
maximiun  fine  of  $5,000,  to  knowingly 
and  willfully  request  or  obtain  any  rec¬ 
ord  concerning  an  individual  from  an 
agency  tinder  false  pretenses.  Similar 
penalties  attach  for  violations  by  agency 
officers  and  employees  of  the  Privacy  Act 
or  regulations  established  thereunder. 
§903.11  [Reserved] 

Peter  T.  Meszoly, 
General  Counsel. 
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Pennsylvania  Avenue  Development 
Corporation 
Privacy  Act  of  1974 
Notice  of  Systems  of  Records 

Notice  is  hereby  given  that  the  Pennsylvania  Avenue  Develop¬ 
ment  Corporation,  in  accordance  with  5  U.S.C.  552a(eK4)  and  (1), 
Sec.  3  of  the  Privacy  Act  of  1974  (Pub.  L.  93-579),  proposes  to 
adopt  the  notice  of  systems  of  records  set  forth  below.  TTie  Cor¬ 
poration  invites  public  comment  on  all  parts  of  the  notice. 

This  notice  was  drafted  and  the  files  to  be  noticed  were  selected 
with  major  reliance  on  the  ‘Guidelines  and  Responsibilities*  for  the 
implementation  of  the  Act  published  by  the  Office  of  Management 
and  Budget  (40  FR  28949,  July  9.  1975)  and  “Guidance  for  the  In¬ 
ventory  of  Systems  of  Reco^s  Covered  by  the  Privacy  Act  of 
1974”  published  by  the  General  Services  Administration  Privacy 
Board,  April  21,  1975. 

Those  interested  parties  wishing  to  submit  written  data,  views  or 
argument  on  the  routine  uses  of  these  systems  of  records  should 
submit  those  comments  to  the  Ixgal  Assistant  to  the  General  Coun¬ 
sel,  Pennsylvania  Avenue  Development  Corporation,  425  13th  St., 
N.W.,  Suite  1148.  Washington,  D.C.  D.C.  2(K)04,  not  later  than  Sep¬ 
tember  29,  1975. 

Effective  date.  This  notice  shall  be  effective  September  30,  1975. 

Dated:  August  22.  1975 

Peter  T.  Meszoly 

Gcneml  Counsel 

The  Corporation  proposes  to  adopt  the  following  notice  of 
systems  of  records: 

Notice  of  Systems  of  Records 

PAIK— I 

S>stem  name:  Cieneral  Personnel  Files  (Copies  of  OPF- 
CSO-PADC 

System  location:  Pennsylvania  Avenue  Development  Corponition, 
425  13th  Street.  N.W..  Suite  1148,  Washington.  D.C.  20004. 

Categories  of  individuals  covered  by  the  system:  Past  and  present 
employees  of  the  Corporation;  members  of  Board  of  Directors;  ex¬ 
perts  and  consultants  who  have  been  employed  on  an  intermittent 
or  temporary  basis. 

Categories  of  records  in  the  system:  Personnel  information,  inelud¬ 
ing:  position  descriptions;  cvalu;itions  for  pronKvtion;  notifications 
of  personnel  action;  travel  records;  notification  of  pay  change;  em¬ 
ployment  history;  scK'ial  security  number;  statements  of  employ¬ 
ment  and  financial  interests;  biographical  sketches;  applications  for 
government  motor  vehicle  operator’s  permits;  and  time  and  at¬ 
tendance  records  of  previous  calendar  years. 

Authority  for  maintenance  of  the  system:  Pennsylvania  Avenue 
Development  Corporation  Act  of  1972,  Sec.  6,  Pub.  L.  92-578.  86 
Stat.  1270  (40  U.S.C.  875). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  J^e  Appendix.  Informa¬ 
tion  is  used  in-house  to  complete  reports,  take  personnel  action, 
and  fulfill  other  administrative  requirements.  Categories  of  users 
are  Administrative  Officer  and  Administrative  Assistant. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  stored  in  file  folders. 

Retrievability:  Retrieved  manually,  by  name  of  individual. 

Safeguards:  Records  arc  stored  in  kK:king  metal  file  cabinets  in 
secured  premises;  access  is  limited  to  those  whose  official  duties 
require  access. 

Retention  and  disposal:  Records  reUtined  indefinitely. 

System  managerts)  and  address:  Administrative  Officer,  Pennsyl¬ 
vania  Avenue  Development  Corporation,  425  1.3th  Street,  N.W., 
Suite  1148,  Washington,  D.C.  2(XXV4. 

Notification  procedure:  Address  inquiries  to  Administrative  Of¬ 
ficer,  at  above  address.  See  Corporation  regulations  on  access  in  36 
CFR  903. 

Record  access  procedures:  Same  as  the  above. 

Contesting  record  procedures:  Same  as  the  above. 

RecfH-d  source  categories:  Individual  to  whom  records  pertain;  su¬ 
pervisors;  official  personnel  records. 


Systems  exempted  from  certain  provinionv  of  the  act:  None 
PADC— 2 

System  name:  Time  and  Attendance  Records — PADC 

System  location:  Pennsylvania  Avenue  Development  Corporation. 
425  I3th  Street.  N.W..  Suite  1148,  Washington.  D.C.  20004. 

Categories  of  individuals  covered  by  the  system:  Permanent  Cor¬ 
poration  staff  members;  members  of  Board  of  Directors;  experts 
and  consultants  who  are  employed  on  an  intermittent  or  temporary 
basis. 

Categories  of  records  in  the  system:  Records  of  all  actual  hours 
worked;  annual  leave  status;  sick  leave  status;  copies  of  all  time 
and  attendance  recends. 

Authority  for  maintenance  of  the  system:  Pennsylvania  Avenue 
Development  Corporation  Act  of  1972,  Sec.  6,  I\ib.  L.  92-578,  86 
Stat.  1270  (40  U.S.C.  875). 

Routine  uses  of  records  maintained  in  the  system,  includaig  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Appendix.  Records 
are  used  to  prepare  payroll  checks  and  to  maintain  records  of 
leave.  Routine  user  is  Treasury  Department;  records  are  also 
released  to  General  Accounting  ^fice  for  auditing  and  to  Internal 
Revenue  Service  for  investigation  purposes. 

Policies  and  practices  for  stormg,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Current  records  in  system  maintained  in  two  loose-leaf 
notebooks;  previous  year  records  maintained  in  General  Personnel 
Files-PADC-1. 

RetrievaMlity:  Retrieved  manually,  by  name  of  individual. 

Safeguards:  Data  are  maintained  in  secured  premises. 

Retention  and  disposal:  Records  retained  indefinitely. 

System  managerfs)  and  address:  Administrative  Officer,  Pennsyl¬ 
vania  Avenue  Development  Corporation,  425  13th  Street.  N.W., 
Suite  1148,  Washington,  D.C.  20004. 

Notification  procedure:  Adress  inquiries  to  Administrative  Of¬ 
ficer,  at  above  address.  See  Corporation  Regulations  on  access  in 
36  CFR  903. 

Record  access  procedures:  Same  as  the  above. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  categories:  Individual  to  whom  records  pertain;  the 
Corporation. 

Systems  exempted  from  certain  provisians  of  the  act:  None 
PADC— 3 

System  name:  Job  Applications — PADC 

System  location:  Pennsylvania  Avenue  Development  Corporation, 
425  13th  Street,  N.W.,  Suite  U48.  Washington.  D.C.  20004. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  applied  for  positions  with  the  Corporation. 

Categories  of  records  in  the  system:  Job  applications  and  resumes 
containing  name,  address,  telephone  number,  date  and  place  of 
birth,  marital  status,  employment  and  educational  history,  and 
similar  information. 

Authority  for  maintenance  of  the  system:  Pennsylvania  Avenue 
Development  Corporation  Act  of  1972,  Sec.  6,  Dib.  I..  92-578,  86 
Stat.  1270  (40  U.S.C.  875). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Appendix.  Informa¬ 
tion  is  used  in-house  to  evaluate  prospective  employees  of  the  Cor¬ 
poration. 

Policies  and  practices  fra*  staring,  retrieving,  accessing,  retaining, 
and  flisposing  of  records  in  the  sytem: 

Storage:  Material  stored  in  file  folders. 

Retrievability:  Retrieved  manuaDy,  by  name  of  individual. 

Safeguards:  Records  are  stored  in  locking  metal  file  cabinets  in 
secured  premises. 

Retention  and  dispasal:  Records  are  maintained  for  one  year  from 
date  of  receipt  and  arc  then  destroyed. 

System  manager(s)  and  address:  Administrative  Ctfficer,  Pennsyl¬ 
vania  Avenue  Development  Corporation,  425  13th  Street,  N.W., 
Suite  1148,  Washington,  D.C.  20004. 

Notification  procedure:  Address  inquiries  to  Administrative  Of¬ 
ficer.  at  above  address.  See  Corporation  Regulations  on  access  in 
.36  CFR  903. 

Record  access  procedures:  Same  as  above. 
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Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Individual  to  whom  records  pertain. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
PADC— 4 

System  name:  General  Financial  Records — PADC 

System  location:  General  Services  Administration,  Central  Office; 
copies  held  by  the  Corporation.  (GSA  holds  records  for  the  Cor¬ 
poration  under  agreement). 

Categories  of  individuals  covered  by  the  system:  Corporation  em¬ 
ployees;  Members  of  the  Board  of  Directors;  experts  and  con¬ 
sultants  who  have  been  employed  on  an  intermittent  or  temporary 
basis. 

Categories  of  records  in  the  sy.stem:  SF  I03K,  Application  and  ac¬ 
count  for  advance  of  funds;  Vendor  register  and  vendor  payment 
tape.  Information  is  used  by  accounting  technicians  to  maintain 
adequate  financial  information  and  by  other  officers  and  employees 
of  GSA  and  the  Corporation  who  have  a  need  for  the  record  in  the 
performance  of  their  duties. 

Authority  for  maintenance  of  the  system:  .^lU.S.C.,  generally;  also 
Pennsylvania  Avenue  Development  Corporation  Aet  of  1972,  Sec.  5, 
6.  Pub.  L.  92-578,86  Stat.  1269,  1270,(40  U.S.C.  874,  875) 

Routine  uses  of  records  maintained  in  the  sy.stem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  use's:  See  Appendix.  Records 
also  are  released  to  General  Accounting  Office  for  audits;  to  the  In¬ 
ternal  Revenue  Service  for  investigation;  and  to  private  attorneys, 
pursuant  to  a  power  of  attorney. 

Policies  and  practices  for  storing,'  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  and  tape. 

Retrievability:  Manual  and  automated  by  name. 

Safeguards:  Stored  in  guarded  building;  released  only  to 
authorized  personnel. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HI)  G.SA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manuger(s)  and  address:  Administrative  Officer,  Pennsyl¬ 
vania  Avenue  Development  Corporation,  425  l.^th  Street.  N.W.. 
Suite  1148,  Washington.  D.C.  2(KX)4. 

Notification  prtK'edure:  Address  inquiries  to  Administrative  Of¬ 
ficer,  at  above  address.  See  Corporation  Regulations  on  access  in 
.16  CFR  90.1. 

Record  access  procedures:  Same  us  above 

Contesting  record  prsicedures:  Same  as  aKtve. 

Record  source  categories:  The  subject  individual;  the  Corpimition. 

Systems  exempted  from  certain  provisions  of  the  act:  None  ' 
PAIK'— 5 

System  name:  Payroll  Records — PADC 

System  location:  Cieneral  Services  Administration,  Region  .1  Of¬ 
fice:  copies  held  by  the  Corporation.  (GSA  holds  records  for  the 
Corporation  under  agreement.) 

Categories  of  individuals  covered  by  the  system:  Past  iind  present 
Corporation  employees;  members  of  Hoard  of  Directors;  experts 
and  consulUints  who  have  been  employed  on  an  intermittent  or 
temporary  basis. 

Categories  of  records  in  the  system:  Varied  piiyroll  records,  in¬ 
cluding,  among  other  documents,  time  and  attendance  cards;  pay¬ 
ment  vouchers;  comprehensive  listing  of  employees;  health  benefits 
records;  requests  for  deductions;  tax  forms;  W2  forms;  overtime 
requests;  leave  daUt;  retirement  records.  Records  iU'e  used  by  the 
Corporation  and  GSA  employees  to  maintain  adequate  payroll  in¬ 
formation  for  Corporation  employees  and  otherwise  by  Corporation 
and  GSA  employees  who  have  a  need  for  the  record  in  the  per¬ 
formance  of  their  duties. 

Authority  for  maintenance  of  the  system:  .11  U.S.C.,  generally;  also 
Pennsylvania  Avenue  Development  Corporation  Act  of  1972,  Sec.  5, 
6,  Pub.  L.  92-578,86  SUit.  1269,  1270,  (40  U.S.C.  874,  875). 

Routine  uses  of  records  maintaiiH.'d  in  the  sy.stem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Appendix.  Records 
also  are  released  to  the  General  Accounting  Office  for  audits;  to 
the  Internal  Revenue  Service  for  investigation;  and  to  private  attor¬ 
neys,  pursuant  to  a  power  of  attorney. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 


Storage:  Paper  and  microfilm. 

Retrievability:  Social  Security  Number. 

Safeguanls:  Stored  in  guarded  building;  released  only  to 
authorized  personnel. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(.s)  and  address:  Administrative  Officer,  Pennsyl¬ 
vania  Avenue  Development  Corporation,  425  13th  Street,  N.W., 
.Suite  1148,  Washington,  D.C.  20004. 

Notification  procedure:  Address  inquiries  to  Administrative  Of¬ 
ficer,  at  above  address.  See  Corporation  Regulations  on  access  in 
.16  CFR  90.1. 

Record  access  procedures:  Same  as  the  above. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  categories:  Individual  to  whom  reeprds  pertain;  the 
Corptiration. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
PADC— 6 

System  name:  Equal  Employment  Opportunity  Compliance  and 
Complaint  Files — PADC 

System  location:  Pennsylvania  Avenue  Development  Corporation, 
425  13th  Street,  N.W.,  Suite  1148,  Washington,  D.C.  2(X)04. 

Categories  of  individuals  covered  by  the  system:  Individuals  filing 
EEO  complaints  with  the  Corporation. 

Categories  of  records  in  the  system:  Name,  address,  scKial  securi¬ 
ty  number,  job  title,  wage  rate,  earnings,  dates  of  employment, 
race,  sex,  work  history,  data  on  applications  for  employment,  and 
complaint,  including  letter  or  diKumcnt  initiating  complaint, 
directions  on  investigating  complaint,  affidavits,  investigating  re¬ 
port,  and  copies  of  correspondence  with  complainant. 

.Authoritv  for  maintenance  of  the  system:  5  U..S.C.  3301,  7151-7154, 
E.O.  11478  ’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  ^^e  Appendix;  The  pur¬ 
pose  of  the  file  is  to  cause  action  to  be  Uiken  on  discrimination 
complaints. 

Policies  and  practices  for  .storing,  retrieving,  acce.ssing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  stored  in  file  folders. 

Retrievability:  Retrieved  manu:illy,  by  name  of  individual. 

.Safeguards:  Records  are  stored  in  locking  mcbtl  file  cabinets  in 
secured  premises;  access  is  limited  to  those  wht»se  official  duties 
require  access. 

Retention  and  disposal:  Records  retained  indefinitely. 

System  nnanagerts)  and  address:  General  Counsel.  Pennsylvania 
Avenue  Development  Corporation,  425  13th  Street,  N.W.  Suite  1148, 
Washington.  D.C.  2(X)()4. 

Notification  procedure:  Address  inquiries  to  General  Counsel,  at 
aKwe  address.  See  Corporation  Regulations  on  access  in  36  CFR 
903. 

Record  access  procedures:  Same  as  above. 

t'ontesting  record  procedures:  Same  as  above. 

Record  source  categories:  Individual  to  whom  records  pertain;  fel¬ 
low  workers  and  employer  pursuant  to  investigation  of  complaint. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

Appendix  (PADC) 

1.  In  the  event  that  a  system  of  records  mainUiined  by  this  agency 
to  carry  out  its  functions  indicates  a  violation  or  potential  violation 
of  law.  whether  civil,  criminal  or  regulatory  in  nature,  and  whether 
arising  by  general  statute  or  particular  program  statute,  or  by  regu¬ 
lation,  rule  or  order  issued  pursuant  thereto,  the  relevant  records  in 
the  system  of  records  may  be  referred,  as  a  routine  use,  to  the  ap¬ 
propriate  agency,  whether  federal,  state,  local  or  foreign,  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation  or  order  issued  pursuant  thereto. 

2.  A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use”  to  a  federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  infomuition  or  other  per¬ 
tinent  mformation,  such  as  current  licenses,  if  necessary  to  obtain 
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information  relevant  to  an  agencv  decision  concerning  the  hiring  or 
retention  of  an  emplovee.  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

A  record  from  this  svstem  of  records  may  he  disclosed  to  a 
federal  agencv  .  in  response  to  its  request,  in  connection  with  the 
hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  reporting  of  an  investigation  of  an  employee,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit  by  the  requesting  agency,  to  the  extent  that  the  information 
is  relevant  and  necessary  to  the  requesting  agency’s  decision  in  the 
matter. 

4.  A  record  from  this  system  of  reconis  may  be  disclosed  to  an 
authorized  appeal  grievance  examiner,  formal  complaints  exa^ner, 
equal  employment  opp<.>rtunity  investigator,  arbitrator  or  othet  duly 
authorized  official  engaged  in  investigation  or  settlement  or  a 


grievance,  complaint,  or  appeal  filed  by  an  employee.  A  record 
from  this  system  of  records  may  be  disclosed  to  the  United  States 
Civil  Service  Commission  in  accordance  with  the  agency’s  respon¬ 
sibility  for  evaluation  and  oversight  of  federal  personnel  manage¬ 
ment. 

5.  A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  a  federal  agency  for  purposes  of  audit. 

6.  A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use.  in  the  course  of  presenting  evidence  to  a  court,  magis¬ 
trate  or  administrative  tribunal,  including  disclosures  to  opposing 
counsel  in  the  course  of  settlement  negotiations. 

7.  A  record  in  this  system  of  records  may  be  disclosed,  as  a  rou¬ 
tine  use,  to  a  Member  of  Congress  submitting  a  request  involving 
the  individual  when  the  individual  is  a  constituent  of  the  Member 
and  has  requested  assistance  from  the  Member  with  respect  to  the 
subject  matter  of  the  record. 


(PR  Doc.76-22730  Plied  8-27-76;8:45  am) 
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DEPARTMENT  OF  DEFENSE 
PRIVACY  ACT  OF  1974 
Notice  of  Systems  of  Records 

In  FR  Doc.  75-21075  published  in  the  FEDERAL  REGISTER  (40  FR  35151)  of  August  18,  1975  setting  forth 
the  systems  of  records  prescribed  by  the  Privacy  Act  of  1974  within  the  Department  of  Defense,  the  following  systems 
of  records  were  omitted  due  to  oversight.  Any  public  comments,  including  written  data,  views,  or  arguments  concerning 
the  following  systems  of  records  should  be  addressed  to  the  system  manager  identified  in  each  notice  op  or  before 
September  29,  1975. 

MAURICE  W.  ROCHE, 

Director,  Correspondence  and  Directives,  OASK  (Comptroller). 
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In  the  event  that  a  system  of  records  maintained  by  this  com¬ 
ponent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of 
records  may  be  referred,  as  a  routine  use,  to  the  appropriate  agen¬ 
cy,  whether  federal,  state,  local  or  foreign,  charged  with  the 
responsibility  of  investigating  or  prosecuting  such  violation  or 
charged  with  enforcing  or  implementing  the  statute,  rule,  regulation 
or  order  issued  pursuant  thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN  REQUESTING  IN- 
EORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  informa¬ 
tion  or  other  pertinent  information,  such  as  current  licenses,  if 
necessary  to  obtain  information  relevant  to  a  component  decision 
concerning  the  hiring  or  retention  of  an  employee,  the  issuance  of  a 
security  clearance,  the  letting  of  a  contract,  or  the  issuance  of  a 
license,  grantor  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OE  REQUESTED  INFOR¬ 
MATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  is¬ 
suance  of  a  security  clearance,  the  reporting  of  an  investigation  of 
an  employee,  the  letting  of  acontract,  or  the  issuance  of  a  license, 
grant,  or  other  benefit  by  the  requesting  agency,  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  requesting  agency’s 
decision  on  the  matter. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF  DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  De¬ 
partment  of  Defense  if  necessary  and  relevant  for  the  performance 
of  a  lawful  function  such  as,  but  not  limited  to,  personnel  actions, 
personnel  security  actions  and  criminal  investigations  of  the  Com¬ 
ponent  requesting  the  record. 

F17801  OJ  RS  A 

System  name:  17801  OJ  RS  A  Recruiting  Advertising  Evaluation 
(RAE)  System  E806 

System  location:  United  States  Air  Force  (USAE)  Recruiting  Ser¬ 
vice  (RSAV).  Randolph  AFB,  Tx  78148 

Categories  of  individuals  covered  by  the  system:  Respondents  to 
USAE  recruiting  advertisements 

Categories  of  records  in  the  system:  Respondents  inquiry  record 
containing  name.  Social  Security  number  (SSN),  address,  date  of 
birth,  sex,  telephone  number  advertising  medium,  recruiting  pro¬ 
gram  in  which  interested 

Authority  for  maintenance  of  the  system:  Title  44  USC  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provides  a  means  for 
contractor  (Dialogue  Marketing  INC.,  1909  East  Cornell,  Peoria,  11 
61614)  to  fulfill  respondents  request  for  information  about  the  Air 
Force  and  to  notify  appropriate  recruiters  of  respondents  interest. 
Contractor  creates  weekly  computer  magnetic  tapes  containing 
respondents  personal  data  which  are  forwarded  to  USAE  Recruit¬ 
ing  Service,  Randolph  AEB,  Tx  78148.  Recruiting  Service  develops 
statistics  from  the  tapes  provided  to  evaluate  the  effectiveness  of 
the  advertising  program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 


Storage:  Maintained  on  computer  magnetic  tapes. 

Retrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Retention  and  disposal:  Retained  on  comupter  magnetic  tapes  for 
two  calendar  years  at  Randolph  AFB,  Tx  78148,  Retained  for  60 
days  at  contractor  and  then  destroyed.  Retained  at  recruiting  office 
until  final  followup  action  is  completed. 

System  manager(s)  and  address:  Director  of  Advertising,  USAE 
Recruiting  Service,  Randolph  AFB,  Tx  78148. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual  requests/responses  from  ad¬ 
vertising  public  media. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F20002  OSHCHLB 

System  name:  20002  OSHCHLB  DIA  Source  Administration  Pro¬ 
gram  for  Foreign  Intelligence  Collection  Activities 

System  location:  7602  AINTELG/INOB,  Ft  Belvoir,  VA  22060 
and  subordinate  units:  Det  1,  APO  San  Francisco  %525;  Det  2, 
APO  San  Francisco  96301 ;  Det  3,  APO  San  Francisco  %280;  Det  5, 
APO  San  Francisco  96346;  Designation  and  location  of  one  over¬ 
seas  unit  is  classified 

Categories  of  individuals  covered  by  the  system:  Air  Force 
Reserve  personnel. 

Retired  Air  Force  military  personnel. 

Foreign  Nationals  residing  in  the  United  States. 

US  Citizens,  resident  aliens,  and  foreign  nationals  overseas  who 
are  sources  or  support  assets  for  foreign  intelligence  collection 
operations 

Categories  of  records  in  the  system:  Biographic  data  and  records 
incidental  to  utilization  in  foreign  intelligence  collection  operations 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  PubUc  Law  257,  July  26,  1947  (61  Stat  495). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Routine  internal 
reference  relative  to  use  or  possible  use  in  foreign  intelligence  col¬ 
lection  operations 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  booksA>inders. 

Maintained  on  computer  paper  printouts. 

Maintained  on  roll  microfilm. 

Maintained  on  aperture  cards. 

Retrievability:  Filed  by  other  identification  number  or  system 
identifier. 
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Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  safes. 

Retention  and  disposal:  Prior  to  destruction,  files  are  screened, 
purged  of  extraneous  material,  and  microfilmed.  Microfilm  retained 
indefinitely. 

System  manager(s)  and  address:  Assistant  Chief  of  Staff,  Intel¬ 
ligence,  Headquarters  United  States  Air  Force. 

Washington  DC  20330 

Notification  procedure:  See  Exemption 

Record  access  procedures:  See  Exemption 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  See  Exemption 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  S  U.S.C.  S22a  (j)  or  (k),  as  applicable. 
For  additional  information,  contact  the  Systems  Manager. 

F53701  OBXQPCB 

System  name:  S3701  OBXQPCB  Air  Force  Academy  Administrative 
Record 

System  location:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  individuals  covered  by  the  system:  Military  personnel 
assigned  instructor  duty;  AF  Academy  cadets;  AF  active  duty  of¬ 
ficer  personnel.  Air  Force  active  duty  enlisted  personnel;  contract¬ 
ing  officers  and  representatives;  AF  civilian  employees. 

Categories  of  records  in  the  system:  Biographical  data  on  an  in¬ 
dividual’s  education  and  training  experience,  outgoing  clearance  to 
assist  cadet  in  outprocessing  from  Academy;  Survival  Escape,  Re¬ 
sistance  and  Evasion  Training;  student  grade  record;  cadet  automo¬ 
bile  information;  application  for  assignment  to  USAF  Academy  and 
substantiating  documents;  correction  of  telephone  information; 
choir  audition;  involuntary  dismissed  cadets  and  cadets  discharged 
from  the  AF  Academy  shipping  items  at  government  expense;  sub¬ 
stantiating  documents  to  insure  cadet  store  purchase  over  25  dollars 
are  for  personal  use  or  a  bona  fide  gift  and  controlling  restrictive 
purchases. 

Authority  for  maintenance  of  the  system:  10  USC  9331 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Identify  personnel  eligi¬ 
ble  for  academic  promotion  used  by  faculty  personnel;  accomplish 
required  outprocessing  actions  from  AF  Academy;  record  and  eval¬ 
uate  a  student's  progress  during  training,  provide  supervisory  per¬ 
sonnel  with  immediate  information  concerning  a  cadet  or  his  au¬ 
tomobile;  for  review  of  officer  applications  for  possible  assignment 
to  AF  Academy;  updating  telephone  directory;  identify  incoming 
4th  class  cadets  musical  capabilities;  establish  record  of  military 
items  turned  in  to  liquidate  their  indebtedness  and  record  of 
clearance  articles  shipped;  insure  cadet  store  purchases  over  25  dol¬ 
lars  are  for  personal  use  or  gift  and  to  record  restricted  purchases. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  books/binders. 

Maintained  in  card  files. 

Retrievability:  Filed  by  Name. 

Filed  by  Military  Service  Number. 

Filed  by  other  identification  number  or  system  identifier. 

'  Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 


Retained  in  office  files  until  superseded,  obsolete,  no  longer 
needed  for  reference,  or  on  inactivation,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning. 

Retained  in  office  files  until  graduation  or  elimination  from  train¬ 
ing,  then  destroyed  by  tearing  into  pieces,  shredding,  pulping, 
macerating,  or  burning.  - 

Retained  in  office  files  for  six  months  after  the  individual  ter¬ 
minates  military  service,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

Retained  in  office  files  for  three  years  after  annual  cutoff  then 
destroyed;  retained  in  office  files  until  graduation  or  elimination 
from  training,  then  transferred  to  the  staging  area,  USAF  Acade¬ 
my,  CO  80840  for  one  additional  year,  then  destroyed. 

System  managerfs)  and  address:  Dean  of  Faculty;  Commandant  of 
Cadets’  Cadet  Chaplain;  Communications  Squadron. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  educational 
institutions. 

Cadet  and  agency  processed  through  individual  and  grading  offi¬ 
cial,  officer  application  folder;  comments  from  commandant  and 
staff  agencies;  source  documents;  provided  by  individuals. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  com¬ 
ponent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of 
records  may  be  referred,  as  a  routine  use,  to  the  appropriate  agen¬ 
cy,  whether  federal,  state,  local  or  foreign,  charged  with  the 
responsibility  of  investigating  or  prosecuting  such  violation  or 
charged  with  enforcing  or  implementing  the  statute,  rule,  regulation 
or  order  issued  pursuant  thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN  REQUESTING  IN¬ 
FORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  informa¬ 
tion  or  other  pertinent  information,  such  as  current  licenses,  if 
necessary  to  obtain  information  relevant  to  a  component  decision 
concerning  the  hiring  or  retention  of  an  employee,  the  issuance  of  a 
security  clearance,  the  letting  of  a  contract,  or  the  issuance  of  a 
license,  grantor  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED  INFOR¬ 
MATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  is¬ 
suance  of  a  security  clearance,  the  reporting  of  an  investigation  of 
an  employee,  the  letting  of  acontract,  or  the  issuance  of  a  license, 
grant,  or  other  benefit  by  the  requesting  agency,  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  requesting  agency's 
decision  on  the  matter. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF  DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  De¬ 
partment  of  Defense  if  necessary  and  relevant  for  the  performance 
of  a  lawful  function  such  as,  but  not  limited  to,  personnel  actions, 
personnel  security  actions  and  criminal  investigations  of  the  Com¬ 
ponent  requesting  the  record. 

MAA00004 

System  name:  Marine  Corps  Naval  Aviator/Naval  Flight  Officer 
Qualification  Jacket 

System  location:  Command  to  which  the  individual  is  assigned. 

Categories  of  individuals  covered  by  the  system:  All  active  Marine 
Corps  Aeronautically  Designated  Personnel  (Naval  Aviators/Naval 
Flight  Officers). 

Categories  of  records  in  the  system:  The  qualification  jacket  con¬ 
tains  information  such  as  the  individual’s  flight  qualification  record. 
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medical  qualification  correspondence,  aircraft  and  course  rules  ex¬ 
aminations,  instrument  and  other  NATOPS  qualification  records. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S 
Marine  Corps  and  Marine  Corps  commands,  activities  and  or¬ 
ganizations.  By  officials  and  employees  of  the  Marine  Corps  in 
connection  with  their  assigned  duties. 

Department  of  Defense  and  it’s  components.  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  du¬ 
ties. 

The  Attorney  General  of  the  U  S  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies. 

Courts.  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  By  the  Senate  of  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  is  filed  on  paper  records  in  file  folders. 

Retrievability:  Qualification  jackets  are  filed  alphabetically  by 
last  name  of  individual  concerned. 

Safeguards:  Organizations  maintaining  these  jackets  are  secured 
during  nonworking  hours.  Personnel  handling  records  do  so  only  on 
a  'need  to  know’  basis. 

Retention  and  disposal:  The  jacket  is  considered  personal  proper¬ 
ty  of  the  individual  concerned  and  is  retained  by  same  upon 
RELAD. 

System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure:  Information  may  be  obtained  from  the  in¬ 
dividual  command  to  which  an  individual  is  assigned  for  duty.  Ad¬ 
dresses  of  individual  commands  are  as  listed  in  the  Navy  Standard 
DistribuUon  List  (OPNAV  P09B3  107). 

Record  access  procedures:  Individuals  may  address  requests  to  the 
commanding  officer  of  the  aviation  unit  to  which  they  are  assigned 
for  duty.  Addresses  are  shown  in  the  Navy  Standard  Distribution 
List. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  con¬ 
testing  contents  and  appealing  initial  determinations  may  be  ob¬ 
tained  from  the  SYSMANAGER. 

Record  source  categories:  The  primary  source  is  the  individual, 
however  the  individual’s  commanding  officer  or  the  commanding 
officer’s  designated  representative  provides  information  into  the 
system  as  the  individual  fulfills  certain  criteria. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MAA00005 

System  name:  Flight  Qualification  Record 

System  location:  Command  to  which  the  individual  is  assigned. 

Categories  of  individuals  covered  by  the  system:  All  active  Marine 
Corps  Naval  Aviators/Naval  Flight  Officers  (Aeronautically 
Designated  Personnel) 

Categories  of  records  in  the  system:  The  record  contains  informa¬ 
tion  pertaining  to  the  flight  experience  (by  type  aircraft)  of  the  in¬ 
dividual,  his  accident/incident  history,  medical  qualification  and  in¬ 
strument  rating. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters  Marine 
Corps  and  Marine  Corps  commands,  activities  and  organizations  - 
By  officials  and  employees  of  the  Marine  Corps  in  connection  with 
their  assigned  duties. 

Department  of  Defense  and  its  components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 


The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

Policies  and  practice  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  is  filed  on  paper  records  in  the  individual’s 
Officer’s  Qualification  Record  (Q&R)  and  Flight  Qualification 
Jacket. 

Retrievability:  Records  are  filed  alphabetically  by  last  name  of  in¬ 
dividual  concerned. 

Safeguards:  Organizations  maintaining  these  records  are  secured 
during  non-working  hours.  Personnel  handling  records  do  so  only 
on  a  ’need-to-know’  basis. 

Retention  and  disposal:  The  record  is  retained  permanently  in  the 
Officer  Qualification  Record  of  the  individual  concerned  and  is 
retained  by  same  upon  RELAD. 

System  maiuger(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure:  Information  may  be  obtained  from  the  in¬ 
dividual  command  to  which  an  individual  is  assigned  for  duty.  Ad¬ 
dresses  of  individual  commands  are  as  listed  in  the  Navy  Standard 
Distribution  List  (OPNAV  P09B3-107). 

Record  access  procedures:  Individuals  may  address  requests  to  the 
commanding  officer  of  the  aviation  unit  to  which  they  are  assigned 
for  duty.  Addresses  are  shown  in  the  Navy  Standard  Distribution 
List. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  con¬ 
testing  contents  and  appeaUng  initial  determinations  may  be  ob¬ 
tained  from  the  SYSMANAGER. 

Record  source  categories:  The  primary  source  is  the  individual, 
however,  the  individual’s  commanding  officer  or  the  commanding 
officer’s  designated  representative  provides  information  into  the 
system  as  the  individual  fulfills  certain  criteria. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MAA00006 

System  name:  Permanent  Record  of  Enlisted  Flight  Time 

System  location:  Command  to  which  the  individual  is  assigned. 

Categories  of  individuais  covered  by  the  system:  All  active  Marine 
Corps  Enlisted  Aircrewmen  (non-rated) 

Categories  of  records  in  the  system:  The  record  contains  informa¬ 
tion  pertaining  to  flight  hours  accomplished  while  serving  under  or¬ 
ders  to  duty  in  a  flying  status. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S 
Marine  Corps  and  Marine  Corps  commands,  activities  and  or¬ 
ganizations  -  By  officials  and  employees  of  the  Marine  Corps  in 
connection  with  their  assigned  duties.  Such  duties  include  deter¬ 
mination  of  entitlement  to  aviation  career  incentive  pay  pursuant  to 
the  Department  of  Defense  Pay  and  Entitlement  Manual. 

Department  of  Defense  and  its  components  -  By  officials  and 
employees  of  the  Office  of  the  Attorney  General  in  connection  with 
litigation,  law  enforcement  or  other  matters  under  the  direct  ju¬ 
risdiction  of  the  Department  of  Justice  or  as  carried  out  as  the  legal 
representative  of  the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 
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The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

PoBckt  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  is  filed  on  paper  records  in  the  Service 
Record  Book  (SRB)  of  the  individual. 

Retrievabiiity:  Subject  records  are  filed  alphabetically  by  last 
name  of  individual  concerned. 

Safeguards:  Organizations  maintaining  these  records  are  secured 
during  nonworking  hours.  Personnel  handling  records  do  so  only  on 
a  ’need-to-know’  basis.  . 

Retention  and  disposal:  The  records  are  permanently  maintained 
in  the  individual’s  Service  Record  Book. 

System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure:  Information  may  be  obtained  from  the  in¬ 
dividual  command  to  which  an  individual  is  assigned  for  duty.  Ad¬ 
dresses  of  individual  commands  are  as  listed  in  the  Navy  Standard 
Distribution  List  (OPNAV  PO9B3-107). 

Record  access  procedures:  Individuals  may  address  requests  to  the 
commanding  officer  of  the  aviation  unit  to  which  they  are  assigned 
for  duty.  Addresses  are  shown  in  the  Navy  Standard  Distribution 
List. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  con¬ 
testing  contents  and  appealing  initial  determinations  may  be  ob¬ 
tained  from  the  SYSMANAGER. 

Record  source  categories:  The  information  is  obtained  from  flight 
performance  data  by  the  operations  section  of  the  organization 
providing  flight  support  to  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MAA00007 

System  name:  Temporary  Record  of  Enlisted  Flight  Time 

System  location:  Command  to  which  the  individual  is  assigned. 

Categories  of  individuals  covered  by  the  system:  All  active  Marine 
Corps  Enlisted  Aircrewmen  (non-rated) 

Categories  of  records  in  the  system:  The  record  contains  informa¬ 
tion  pertaining  to  flight  hours  accomplished  while  serving  under  or¬ 
ders  to  duty  in  a  flying  status. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S 
Marine  Corps  and  Marine  Corps  commands,  activities  and  or¬ 
ganizations  -  By  officials  and  employees  of  the  Marine  Corps  in 
connection  with  their  assigned  duties.  Such  duties  include  deter¬ 
mination  of  entitlement  to  aviation  career  incentive  pay  pursuant  to 
the  Department  of  Defense  Pay  and  Entitlement  Manual. 

Department  of  Defense  and  its  components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  OFice  of  the  Attorney  General  in  connection  with  litigation, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  of  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  is  filed  on  paper  records  in  the  Service 
Record  Book  (SRB)  of  the  individual. 

Retrievabiiity:  Subject  records  are  filed  alphabetically  by  last 
name  of  individual  concerned. 


Safeguards:  Organizations  maintaining  these  records  are  secured 
during  nonworking  hours.  Personnel  handling  records  do  so  only  on 
a  'need  to  know’  basis. 

Retention  and  disposal:  The  records  are  disposed  of  after  the  in¬ 
formation  is  enter^  onto  the  permanent  records  within  the  in¬ 
dividual’s  Service  Record  Book. 

System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure:  Information  may  be  obtained  from  the  in¬ 
dividual  command  to  which  an  individual  is  assigned  for  duty.  Ad¬ 
dresses  of  individual  commands  are  as  listed  in  the  Navy  Standard 
DistribuUon  List  (OPNAV  PO9B3-107). 

Record  access  procedure:  Individuals  may  address  requests  to  the 
commanding  officer  of  the  aviation  unit  to  which  they  are  assigned 
for  duty.  Addresses  are  shown  in  the  Navy  Standard  Distribution 
List. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  con¬ 
testing  contents  and  appealing  initial  determinations  may  be  ob¬ 
tained  from  the  SYSMANAGER 

Record  source  categories:  The  information  is  obtained  from  flight 
performance  data  by  the  operations  section  of  the  organization 
providing  flight  support  to  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MAA00008 

System  name:  Marine  Corps  Enlisted  Aircrewman  Qualification 
Jacket 

System  location:  Command  to  which  the  individual  is  assigned. 

Categories  of  individuals  covered  by  the  system:  All  active  Marine 
Corps  Enlisted  (nonrated)  Aircrewmen 

Categories  of  records  in  the  system:  The  qualification  jacket  con¬ 
tains  information  such  as  the  individual’s  flight  qualification  record, 
medical  qualification  correspondence,  aircraft  and  course  rules  ex¬ 
aminations,  instrument  and  other  NATOPS  qualification  records. 

Authority  for  nudntenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S 
Marine  Corps  and  Marine  Corps  commands,  activities  and  or¬ 
ganizations  -  By  officials  and  employees  of  the  Marine  Corps  in 
connection  with  their  assigned  duties. 

Department  of  Defense  and  its  components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  is  filed  on  paper  records  in  file  folders. 

Retrievabiiity:  Qualification  jackets  are  filed  alphabetically  by 
last  name  of  individual  concern^. 

Safeguards:  Organizations  maintaining  these  jackets  are  secured 
during  nonworking  hours.  Personnel  handling  records  do  so  only  on 
a  ’need  to  know’  basis. 

Retention  and  disposal:  The  jacket  is  considered  personal  proper¬ 
ty  of  the  individual  concerned  and  is  retained  by  same  upon 
RELAD 

System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  2d380. 

Notification  procedure:  Information  may  be  obtained  from  the  in¬ 
dividual  command  to  which  an  individual  is  assigned  for  duty.  Ad¬ 
dresses  of  individual  commands  are  as  listed  in  the  Navy  Standard 
DistribuUon  List  (OPNAV  PO9B3-107). 
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Record  access  procedures:  Individuals  may  address  requests  to  the 
commanding  officer  of  the  aviation  unit  to  which  they  are  assigned 
for  duty.  Addresses  are  shown  in  the  Navy  Standard  Distribution 
List. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  con¬ 
testing  contents  and  appealing  initial  determinations  may  be  ob¬ 
tained  from  the  SYSMANAGER 

Record  source  categories:  The  primary  source  is  the  individual, 
however  the  individual's  commanding  officer  or  the  commanding 
officer’s  designated  representative  provides  information  into  the 
system  as  the  individual  fulfills  certam  criteria. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MFD00008 

System  name:  Civilian  Labor  Projection,  Operations  and  Main¬ 
tenance,  MC  Budget  Report  (Job  Procedure  S576) 

System  location:  Budget  Branch,  0,MC  Budget  Section  (Code 
462),  Office  of  the  Comptroller,  Marine  Corps  Supply  Activity, 
Philadelphia,  PA  19146 

Categories  of  individuals  covered  by  the  system:  All  civilians  in 
pay  status. 

Categories  of  records  in  the  system:  Pay  rates;  scheduled  within- 
grade  increases,  government  portion  of  fringes. 

Authority  for  maintenance  of  the  system:  MCO  7301. 56D 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Budget,  forecasting  of 
civilian  payroll  needs  for  future  time  periods. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Computer  Paper  Printouts 

Retrievability:  Employee  badge  number  within  Activity  code. 
Safeguards:  None 

Retention  and  disposal:  Perpetual;  updated  quarterly. 

System  manager(s)  and  address:  Office  of  the  Comptroller, 
Marine  Corps  Supply  Activity,  Philadelphia,  PA  19146 
Notification  procedure:  Information  may  be  obtained  from: 
Commanding  General  (Code  400) 

Marine  Corps  Supply  Activity 
Philadelphia,  PA  19146 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to:  Commanding  Generd  (Code  400),  Marine  Corps  Supply 
Activity,  Philadelphia,  PA  19146 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER 
Record  source  categories:  (Civilian  payrolls 
Systems  exempted  from  certain  provisions  of  the  act:  None 
MFD00009 

System  name:  Pay  Vouchers  for  Marine  Corps  Junior  Reserve  Of¬ 
ficer  Training  Course  Instructors 
System  location:  All  Marine  Corps  District  Headquarters. 
Categories  of  individuals  covered  by  tbe  system:  Retired  Marines 
in  the  Marine  Corps  Junior  Reserve  Officer  Training  Course  In¬ 
structor  Program. 

Categories  of  records  in  the  system:  Files  contain  individual  name, 
rank,  social  security  number,  unit  to  which  assigned,  requests  for 
payment  of  salafies. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Marine  Corps  Junior 
Reserve  Officer  Training  Course  Officer  and  administrative  and 
fiscal  personnel  for  evaluation  and  processing  for  payment. 

Officials  and  employees  of  the  Naval  Service  and  General  Ac¬ 
counting  Office  in  the  execution  of  their  official  duties  in  relation 
to  inspections,  investigations,  legal  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  stored  in  filing  cabinets. 
Retrievability:  Alphabetically  by  last  name,  and  school  to  which 
assigned. 

Safeguards:  Access  limited  to  Marine  Corps  Junior  Reserve  Of¬ 
ficer  Training  Course,  administrative  and  fiscal  personnel  required 


to  process  payment  requests  and  payments.  After  working  hours 
the  office  and  building  are  locked.  A  guard  is  located  in  the  general 
vicinity. 

Retention  and  disposal:  Files  are  retained  for  three  years  and  then 
destroyed. 

System  manager(s)  and  address:  Marine  Corps  Junior  Reserve  Of¬ 
ficer  Training  Course  Officer  Marine  Corps  Districts. 

Notification  procedure:  Write  or  visit  SYSMANAGER  of  Marine 
Corps  District  in  which  school  is  located.  Provide  full  name,  social 
security  number,  and  milita^  status.  Proof  of  identity  may  be 
established  by  military  identification  card  or  DD-214  and  drivers 
license. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER 

Contesting  record  procedures:  The  rules  for  access  to  records  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  may  be  obtained  from  the  SYSMANAGER 

Record  source  categories:  Senior  Marine  Instructor  of  Marine 
Corps  Junior  Reserve  Training  Course  unit  of  which  instructor  is  a 
member. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MFDOOOlO 

System  name:  Per  Diem  and  Travel  Payment  System 

System  location:  Primary  System-Disbursing  Offices,  Marine 
Corps  Posts  and  Stations 

Categories  of  individuals  covered  by  the  system:  All  Marine  Corps 
civilian  and  military  personnel  receiving  travel  advances  or  making 
settlement  of  travel  claims  to  the  local  Disbursing  Office. 

Categories  of  records  in  the  system:  Completed  travel  claims  with 
documentation  cross-referenced  to  individuals. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Marine  Corps  disbursing 
employees  for  cross-reference  between  individual  and  disbursement 
of  funds  for  reimbursement  in  the  performance  of  official  travel. 

Headquarters,  U  S  Marine  Corps  and  Marine  Corps  commands, 
activities  and  organizations  -  By  officials  and  employees  of  the 
Marine  Corps  in  matters  regarding  their  assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  Agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring. disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Card  file. 

Retrievability:  Employee  name,  social  security  number  or  badge 
number. 

Safeguards:  Card  file  is  maintained  and  used  by  specific  clerks 
within  travel  section  of  the  Disbursing  Office.  After  working  hours, 
office  is  locked  in  a  building  with  controlled  access  by  armed 
guards. 

Retention  and  disposal:  Data  is  maintained  until  individual  departs 
the  area  and  all  travel  advances  have  been  settled. 

System  managerfs)  and  address:  Disbursing  Officer 

Notification  procedure:  Information  may  be  obtained  from: 

Disbursing  Offices,  Marine  Corps  Posts  and  Stations 

Record  access  procedures:  Signed  written  requests  should  contain 
the  full  name  of  the  individual  and  social  security  number  or  badge 
number  and  addressed  to  the  address  listed  under  NOTIFICATION 
above. 
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Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Travel  orders  and  disbursing  docu¬ 
ments. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MIL00002 

System  name:  Bachelor  Housing  Registration  Records  System 

System  location:  Each  Bachelor  Officer  Quarters/Bachelor  Staff 
Quarters  (BOQ/BSQ)  assigned  registration  responsibilitie.i. 

Categories  of  individuals  covered  by  the  system:  Military  and 
civilian  personnel  who  are  current  and  former  residents  of  BOQ’s 
and  BSQ’s. 

Categories  of  records  in  the  system:  Contains  personal  identifying 
information,  arrival/departure  dates;  type  of  orders;  monetary  al¬ 
lowance  information;  BOQ/BSQ  and  room  identification. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  is  to  pro¬ 
vide  adequate  records  for  management  of  Bachelor  housing.  Used 
by  office  personnel  to  maintain  a  record  of  occupancy.  By  auditors 
to  verify  occupancy.  By  other  military  and  DOD  officials  when 
required  in  the  execution  of  their  official  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  cards,  file  folders,  status  boards,  etc. 

Retrievability:  Alphabetically  by  name  and  social  security 
number. 

Safeguards:  Stored  in  locked  office  during  nonworking  hours  or 
when  office  is  not  manned.  Access  on  a  need  to  know  basis  only 
for  official  purposes. 

Retention  and  disposal:  Retained  for  four  years;  then  destroyed. 

System  manager(s)  and  address:  Decentralized.  The  local  com¬ 
mander  is  responsible  for  management  of  BOQ's  and  BSQ’s. 

Notification  procedure:  Requests  shall  be  addressed  to  the 
SYSMANAGER  Requestor  must  be  able  to  provide  appropriate 
identifying  information. 

Record  access  procedures:  Rules  for  access  may  be  obtained  from 
the  SYSMANAGER 

Contesting  record  procedures:  Rules  for  contesting  contents  may 
be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  BOQ/BSQ  office  personnel  and  infor¬ 
mation  from  individual  who  fills  out  registration  card. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MIL00003 

System  name:  Laundry  Charge  Accounts  Records 

System  location:  Marine  Corps  activities  with  laundry  facilities. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  applied  for  Laundry  charge  accounts. 

Categories  of  records  in  the  system:  Name,  rank,  unit,  social 
security  number,  quarters  address  and  telephone  number,  date  and 
ticket  r-jmber  of  laundry  service  and  amount  charged. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Accounting  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  paper  records  in  file  folders. 

Retrievability:  By  name. 

Safeguards:  Records  are  maintained  in  locked  filing  cabinets 
within  locked  offices  of  buildings.  Records  are  accessible  only  to 
persons  whose  performance  require  it. 

Retention  and  disposal:  Five  years  and  then  destroy. 

System  managerfs)  and  address:  Decentralized.  Laundry  charge 
accounts  managed  under  the  Commanding  General  of  each  activity 
which  has  a  laundry. 

Notification  procedure:  Correspondence  pertaining  to  records 
maintained  by  the  laundry.  Contact  the  Commanding  General  of  the 
Marine  Corps  activity  in  question. 

Record  access  procedures:  Information  may  be  obtained  from  the 
SYSMANAGER 


Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Individuals 

Systems  exempted  from  certain  provisions  of  the  act:  None 
M1L00004 

System  name:  Personal  Property  Program 

System  location:  All  Marine  Corps  Bases  and  Federal  Record 
Centers 

Categories  of  individuals  covered  by  the  system:  All  military  per¬ 
sonnel  having  shipped  or  stored  personal  property  or  privately 
owned  automobiles. 

Categories  of  records  in  the  system:  File  contains  individual’s  ap¬ 
plications  for  shipment  and/or  storage,  related  shipping  documents 
and  records  of  delivery  and  payment. 

DD  619  (Statement  of  Accessorial  Services  Performed) 

DD  828  (Motor  Vehicle  Shipment  Application) 

DDllOO  (Household  Goods  Storage  Record) 

DDllOl  (Household  Goods  Storage  information) 

DD12S2  (Owner’s  U  S  Customs  Declaration  and  Entry  and 
Inspecting  Officer’s  Certificate) 

DD1299  (Application  for  shipment  and/or  storage  of  Personal 
Property) 

DD1671  (Reweight  of  Household  Goods) 

DD1780  (Report  of  Carrier  Services  Personal  Property 
Shipment) 

DD1781  (Property  Owners  Report  on  Carriers  Report) 

DD1797  (Personal  Property  Counseling  Checklist) 

DD1799  (Member’s  report  on  Carrier  Performance  -  Mobile 
Homes) 

DD1800  (Mobile  Home  Shipment  Inspection  at  Destination) 
DDI841  (Schedule  of  Property  Damages) 

DD1842  (Claim  for  Personal  Property  against  the  United 
States) 

DD1845  (Demand  on  Carrier/Contractor) 

Authority  for  maintenance  of  the  system:  DOD  Regulation  4500.34 
'Personal  Property  Traffic  Management  Regulation’ 

JAG  Manual 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Traffic  Management  Of¬ 
fices  and  applicable  Finance  Center  for  effecting,  coordinating  and 
payment  of  personal  property  shipment  and  storage. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  member. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel  that  are  properly  cleared  and  trained 

Retention  and  disposal:  Records  are  permanent.  They  are  retained 
in  active  file  until  end  of  calendar  year  in  which  transaction  was  ef¬ 
fected,  held  additionally  in  inactive  file  indefinitely. 

System  manager(s)  and  address:  Assistant  Secretary  of  Defense 
(Installations  and  Logistics  (ASD  (I&L))  Washington,  D  C 

Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  LFS-2) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  224-1067 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to  Commandant  of  the  Marine  Corps  (LFS-2),  Headquar¬ 
ters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Written  request  for  information  should  contain  the  full  name  of 
individual,  SSN,  current  address  and  telephone  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  ac¬ 
ceptable  identification  and  give  some  verbal  information  that  could 
be  verified  with  his  ’case’  folder. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Application  and  related  forms  from  the 
individual  requesting  access;  notification  of  personal  clearance 
from  the  SYSMANAGER  research  note/documents  from  records 
custodians. 
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Systems  exempted  from  certain  provisions  of  the  act:  None 
MIL00005 

System  name:  Passenger  Transportation  Program 

System  location:  All  Marine  Corps  Bases 

Categories  of  individuals  covered  by  the  system:  Military  personnel 
and  their  dependents.  DOD  civilian  employees  and  their  depen¬ 
dents,  and  other  individuals  furnished  transportation  via  commer¬ 
cial  transportation  resources  and  Department  of  Defense  single 
manager  transportation  resources. 

Categories  of  records  in  the  system:  File  contains  copies  of  pas¬ 
senger  transportation  procurement  documents  issued,  copies  of  of¬ 
ficial  travel  orders  supporting  the  issuances;  applications  for  trans¬ 
portation  of  dependents,  port  call  requests  and  confirmations;  co¬ 
pies  of  endorsements  to  orders  indicating  transportation  issuances; 
requests  and  authorizations  for  space  available  MAC  transporta¬ 
tion. 

SF  1169  United  States  of  America  Transportation  Request 
DD  6S2  Uniformed  Services  Meal  Ticket 
DD  884  Application  for  Transportation  for  Dependents 
DD  1287  Request  for  Commercial  Transportation 
DD  1341  Report  of  Commercial  Carrier  Passenger  Service 
DD  1482  Military  Airlift  Command  (MAC)  Transportation 
Authorization. 

Authority  for  maintenance  of  the  system:  MCO  P4600.14A  (joint) 
Military  Traffic  Management  Regulation  (Promulgates  policy  and 
procedures  applicable  to  performance  of  traffic  management  func¬ 
tions  within  the  CONUS) 

DOD  4S15.13-R  Air  Transportation  Eligibility  (Policy  and 
procedures  applicable  to  movement  via  DOD  owned  and  controlled 
airlift) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Traffic  Management  Of¬ 
fices  and  Applicable  Finance  Center  for  effecting  coordination  and 
payment  of  passenger  transportation  charges  by  commercial  trans¬ 
portation  and  Military  Airlift  Command  (MAC)  resources. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem:  * 

Storage:  Paper  records  in  file  folders. 

Rctrievability:  Passenger  Transportation  Procurement  documents 
filed  by  serial  number  preprinted  on  the  documents. 

Other  documents  filed  in  alphabetical  order  by  last  name  of 
member. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel  that  are  properly  cleared  and  trained. 

Retention  and  disposal:  Copies  of  transportation  procurement 
documents  held  by  issuing  office  for  period  of  4  years,  after  which 
they  are  destroyed.  Other  records  retained  in  active  fields  until  end 
of  calendar  yeai  in  which  transaction  was  effected,  held  addi¬ 
tionally  in  inactive  file  indefinitely. 

System  managerfs)  and  address:  Commander.  Military  Traffic 
Management  Command,  Washington.  D  C  (Travel  via  commercial 
transportation  within  CONUS) 

Commander,  Military  Airlift  Command,  Scott  AFB,  IL 
(International  travel  via  DOD  owned  and  controlled  airlift) 

Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  LFS-2) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone  224-1781 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to  Commandant  of  the  Marine  Corps,  (Code  LFS-2), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Written  request  for  information  should  contain  the  full  name  of 
the  individual,  SSN,  current  address  and  telephone  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  ac¬ 
ceptable  identification  and  give  some  verbal  information  relating  to 
commercial  transportation  furnished  or  Military  Airlift  Command 
(MAC)  transportation  arrangements  on  a  space  required  or  space 
available  basis. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individuals  concerned  may  be  obtained  from  the 
SYSMANAGER. 


Record  source  categories:  Application  and  related  forms  from  the 
individual  requesting  access;  notification  of  personal  clearance 
from  the  SYSMANAGER  research  notes/documents  from  records 
custodians. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
M1L00006 

System  name:  Dealer’s  Record  of  Sale  of  Rifle  or  Pistol,  State  of 
California 

System  location:  Each  Marine  Corps  Activity  in  California 

Categories  of  individuals  covered  by  the  system:  Authorized 
Marine  Corps  Exchange  patrons  who  purchase  a  rifle  or  pistol  from 
the  Exchange. 

Categories  of  records  in  the  system:  Individual  identifying  infor¬ 
mation  including  height,  weight,  color  of  hair  and  eyes,  if  purchaser 
is  a  citizen,  if  the  purchaser  has  been  convicted  of  a  felony,  or  if 
the  purchaser  is  ad^cted  to  use  of  narcotics,  the  individual’s  occu¬ 
pation,  and  descent. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Marine  Corps 
Exchange  personnel  for  record  keeping  purposes,  one  copy  is  sent 
to  the  State  of  California  in  Sacramento,  California  and  to  the  local 
Sheriff’s  office. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  paper  records  in  file  folders. 

Rctrievability:  By  name 

Safeguards:  Records  are  maintained  in  locked  filing  cabinets 
within  locked  offices  of  buildings.  Records  are  accessible  only  to 
authorized  personnel  only. 

Retention  and  disposal:  Records  are  maintained  for  five  years  and 
then  destroyed. 

System  managerfs)  and  address:  Decentralized.  System  managed 
by  local  commanders. 

Notification  procedure:  Correspondence  pertaining  to  records 
maintained  by  local  commands  may  be  addressed  to  the  Command¬ 
ing  Officer  of  the  activity  concerned. 

Record  access  procedures:  Information  may  be  obtained  from  the 
SYSMANAGER 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Individuals 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MIL00007 

System  name:  Marine  Corps  Exchange  Service  Station  Work  Orders 

System  location:  Marine  Corps  Supply  Center,  Barstow,  Califor¬ 
nia  92311 

Categories  of  Individuals  covered  by  the  system:  Authorized 
Marine  Corps  Exchange  patrons  who  avail  themselves  of  automo¬ 
bile  servicing. 

Categories  of  records  in  the  system:  Individual  identifying  infor¬ 
mation,  vehicle  description,  speedometer  reading. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Marine  Corps 
Exchange  service  station  personnel  for  normal  business  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  paper  records  in  file  folders. 

Retrievability:  By  name 

Safeguards:  Records  are  maintained  in  locked  filing  cabinets 
within  locked  offices  of  buildings.  Records  are  accessible  only  to 
persons  whose  performance  require  it. 

Retention  and  disposal:  Work  orders  are  retained  for  one  year 
and  then  destroyed. 

System  managerfs)  and  address:  Commanding  General,  Marine 
Corps  Supply  Center,  Barstow,  California  92311 

Notification  procedure:  Correspondence  pertaining  to  records 
maintained  by  the  Commanding  General,  Marine  Corps  Supply 
Center,  Barstow,  should  be  addressed  to: 
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Policies  aod  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  paper  records  in  file  folders 
Retrievability:  By  name 

Safeguards:  Records  are  maintained  in  locked  filing  cabinets 
within  locked  offices  of  buildings.  Records  are  accessible  only  to 
authorized  personnel  only 

Retention  and  disposal:  Records  are  maintained  for  five  years  and 
then  destroyed.  _ 

System  managerfs)  and  address:  Decentralized  system  managed 
by  local  Commanders. 

Notification  procedure:  Correspondence  pertaining  to  records 
maintained  by  local  Commands  may  be  addressed  to  the  Command¬ 
ing  Officer  of  the  activity  in  question. 

Record  access  procedures:  Information  may  be  obtained  from 
SYSMANAGER 

Contesting  record  procMures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Individuals. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

MILOOOlO 

System  name:  Customer  Service  Records/Special  Accounts 
System  location:  Local  Marine  Corps  Exchange  Office 
Categories  of  individuals  covered  by  the  system:  The  contents  of 
these  files  are  a  compilation  of  all  records  required  in  the  adminis¬ 
tration  of  special  accounts. 

Categories  of  records  in  the  system:  Records  are  manually 
prepared  files  containing  data  used  in  accounting  for  merchandise 
not  normally  in  stock  and  has  been  ordered  by  authorized  patrons 
or  deferred  payment  plans. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  management 
and  clerical  personnel  for  normal  business  purposes  including  ac¬ 
counting  for  sales  and  inventory  control. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  patron’s  last  name 
Safeguards:  Records  are  maintained  in  locked  filing  cabinets 
within  locked  offices  of  buidings.  Records  are  accessible  to 
authorized  personnel  only. 

Retention  and  disposal:  Records  are  maintained  for  five  years  and 
then  destroyed. 

System  managerls)  and  address:  Decentralized  System  managed 
by  local  Commanders. 

Notification  procedure:  Correspondence  pertaining  to  records 
maintained  by  local  commands  may  be  addressed  to  the  Command¬ 
ing  Officer  of  the  activity  in  question 

Record  access  procedures:  Information  may  be  obtained  from 
SYSMANAGER 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Individuals. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 


Commanding  General 
Marine  Corps  Supply  Cem  ?r 
Barstow,  California  9231 1 
Telephone'  Area  Code  714/577-6555 
Record  access  procedures:  Information  may  be  obtained  from 
SYSMANAGER 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Individuals 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MIL00008 

System  name:  Cigarettes  Sales  Abuse  File 

System  location:  Marine  Corps  Exchange,  Headquarters  Battalion 
(Code  2(X)),  Marine  Corps  Supply  Acitivity,  Phila.,  Pa.  19146 

Categories  of  individuals  covered  by  the  system:  Records  cigarette 
purchases  by  PX  patrons  who  are  buying  large  quantities  of 
cigarettes  over  a  period  of  time. 

Categories  of  records  in  the  system:  Contains  name,  social  securi¬ 
ty  number  and  record  of  amount  of  cigarettes  purchased,  date  and 
sales  person’s  initials. 

Authority  for  maintenance  of  the  system:  Local  SOP 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Available  to  determine  a 
pattern  of  abuse  of  cigarette  exchange  privileges.  Available  to 
Exchange  Officer,  adjutant.  Headquarters  Battalion,  Marine  Corps 
Supply  Activity,  Phila.  Pa.,  state  investigative  officials. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Index  cards  in  file  folders. 

Retrievability:  By  name 

Safeguards:  Only  one  copy  made  and  maintained  in  Exchange 
records. 

Retention  and  disposal:  Six  months 

System  manager(s)  and  address:  Exchange  Officer,  Headquarters 
Battalion  (Code  200),  Marine  Corps  Supply  Activity,  Phila.,  Pa. 
19146 

Notification  procedure:  Information  may  be  obtained  from; 
Exchange  Officer,  Marine  Corps  Exchange  2  21 
Marine  Corps  Supply  Activity 
Phila.,  Pa.  19146 

Record  access  procedures:  Individual  requests  should  be  ad¬ 
dressed  to:  Commanding  Officer,  Headquarters  Battalion  (Code 
200),  Marine  Corps  Supply  Acitivity,  Phila.,  Pa.  19146 
Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Marine  Corps  Exchange  sales  personnel 
Systems  exempted  from  certain  provisions  of  the  act:  None 
MIL00009 

System  name:  Fire  Arms  Transaction  Record 
System  location:  Marine  Corps  Activities  with  Exchanges  selling 
fire  arms 

Categories  of  individuals  covered  by  the  system:  Authorized 
Marine  Corps  Exchange  patrons  who  purchase  fire  arms  from  the 
Exchange. 

Categories  of  records  in  the  system:  Individual  identifying  infor¬ 
mation,  including  age,  height,  weight,  date  and  place  of  birth,  race, 
description  of  fire  arm,  certificate  by  individual  that  he  has  never 
been  convicted  of  a  felony,  that  he  is  not  a  fugitive  from  justice, 
not  addicted  to  the  use  of  drugs,  not  adjudicated  to  be  a  mental  de¬ 
fective  or  committed  to  a  mental  institution,  that  he’s  not  been 
discharged  from  the  armed  forces  under  dishonorable  conditions, 
that  he  is  not  an  illegal  alien  and  that  he  hasn’t  renounced  his 
citizenship.  Information  from  documents  used  to  provide  in¬ 
dividual’s  identification. 

Authority  for  maintenance  of  the  system:  Title  5,  U.  S.  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Marine  Corps 
Exchange  personnel  for  record  keeping  purposes,  and  a  copy  is 
sent  to  the  local  law  enforcement  personnel  for  their  information. 


MILOOOll 

System  name:  MDSVEN  Vendor  Directory 

System  location:  Electronic  Data  Processing  Center,  Marine 
Corps  Base,  Camp  Pendleton,  California  920SS 

Purchasing  Activity,  Marine  Corps  Exchange  10-2,  Marine 
Corps  Recruit  Depot,  San  Diego,  California  92140 
Accounting  Activity,  Marine  Corps  Exchange  10-2,  Marine 
Corps  Recruit  Depot,  San  Diego,  California  92140 
Categories  of  individuals  covered  by  the  system:  All  vendors’ 
names  and  addresses  actively  engaged  in  business  with  Marine 
Corps  Exchange  10-2 
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Categories  of  records  in  the  system:  File  contains  vendor  names 
and  addresses;  freight  information,  delivery  and  discount  terms  for 
remittance  and  payment 

Authority  for  maintenance  of  the  system:  Title  10,  U.  S.  Code  7601 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purchasing  Activity  -  To 
obtain  addresses  for  ordering,  freight  and  delivery  information, 
discount  terms,  etc.;  required  for  entry  on  Purchase  Orders 

Accounting  Activity  -  To  obtain  billing  and  remittance  addresses 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Mechanized  print-outs  and  computer  discettes 
Retrkvability:  Filed  in  computer  and/or  discettes  by  permanently 
assigned  6  digit  file  numbers 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel  on  a  need-to-know  basis. 

Retention  and  disposal:  Records  are  permanent;  updated  as  neces¬ 
sary.  Held  until  vendor  is  no  longer  actively  engaged  in  business 
with  Exchange  10-2,  then  record  is  eliminated  and/or  cleaned  off 
diskette. 

System  manager(s)  and  address:  The  Manager,  Electronic  Data 
Processing  Center,  Building  ISIOO,  Marine  Corps  Exchange  Ser¬ 
vice,  Marine  Corps  Base,  Camp  Pendleton,  California  920SS 
The  Exchange  Officer,  Marine  Corps  Exchange  10-2,  Marine 
Corps  Recruit  Depot,  San  Diego,  California  92140 

Notification  procedure:  Information  may  be  obtained  from  above 
Usted  SYSMANAGERS 

Record  access  procedures:  Information  may  be  obtained  by  con¬ 
tacting  SYSMANAGERS  at  addresses  listed  above. 

Requests  should  contain  the  full  name  of  the  requester  and  the 
basis  of  the  request. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerned  may  be  obtained  by  contacting  the 
SYSMANAGER. 

Record  source  categories:  Notification  from  applicable  vendors, 
correspondence  and  agreements  originating  between  vendor  and 
Exchange  Procurement  Activity. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MIL00012 

System  name:  Standard  Licensing  Procedures  For  Operators  of 

Military  Motor  Vehicles 

System  location:  All  Marine  Corps  motor  vehicle  licensing  facili¬ 
ties. 

Categories  of  individuals  covered  by  the  system:  Military  and  DOD 
civilian  employees  required  to  operate  a  govemment-owned/or  con¬ 
trolled  motor  vehicle  including  nonappropriated  fund  vehicles. 

Categories  of  records  in  the  system:  Files  contain  information  on 
each  individual’s  driving  experience,  who  applies  for  a  Government 
Operators  Permit  to  include  traffic  accidents  involved  in,  any 
refusal,  suspension  or  revocation  of  State  Operator’s  License,  all 
violations  of  traffic  regulations  (other  than  overtime  parking)  for 
which  he  has  been  found  guilty,  misrepresentation  or  failure  to  re¬ 
port  th'^se,  and  .esults  of  physical  examinations. 

DD  Form  1360  -  Operators  Qualifications  and  Record  of 
Licensing,  Examination  and  Performance 

NAVFAC  9-11240/10  -  Application  for  Motor  Vehicle 
Operators  Permit 

SF  47  -  Physical  Fitness  Inquiry  for  Motor  Vehicle  Operators 

NAVFAC  9-11240/11  -  Checklist  and  Scoresheet  for  Road  Test 
in  Traffic 

SF  46  -  U  S  Government  Motor  Vehicle  Operator’s 
Identification  Card 

Dot  Form  HS  1047  -  Request  for  Search  of  National  Drivers 
Register 

Dot  Form  10S4  -  Report  of  Inquiry  Searched 
Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Motor  vehicles  licensing 
procedures  used  to  determine  the  qualification  of  personnel 
requesting  motor  vehicle  operator’s  I  D  cards 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 


Retrievability:  Filed  in  alphabetical  order  by  last  name  of  appli¬ 
cant 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel 

Retention  and  disposal:  Copies  are  normally  held  for  3  years  and 
are  then  destroyed. 

System  manager(s)  and  address:  Deputy  Chief  of  Staff  for  Instal¬ 
lations  and  Logistics,  Headquarters,  U  S  Marine  Corps,  Washing¬ 
ton,  D  C 

Notification  procedure:  Information  may  be  obtained  from: 
Headquarters,  U  S  Marine  Corps  (Code  LME) 

Room  400 

Commonwealth  Building 
Arlington,  VA  22209 
Telephone:  Area  Code  202/695-34^ 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  Commandant  of  the  Marine  Corps  (Code  LME), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Individual  information  is  taken  from 
NAVMC  10964,  Licensing  application. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MIL00013 

System  name:  Individual  Uniform  Clothing  Records 

System  location:  All  Marine  Corps  activities,  but  records  limited 
to  individuals  having  received  clothing  through  that  activity. 

Categories  of  individuals  covered  by  the  system:  Personnel  of  the 
Marine  Corps,  Marine  Corps  Reserve,  Navy  Corpsmen  authorized 
to  wear  Marine  Corps  uniforms,  candidates  of  officer  procurement 
programs  of  the  Marine  Corps  (including  Marine  option  NROTC), 
former  Marines  authorized  to  purchase  Marine  Corps  uniforms 
from  Marine  Corps  clothing  stocks. 

Categories  of  records  in  the  system:  Files  contain  listings  of  in¬ 
dividual  uniform  clothing  issued  in-kind  and  clothing  sold  to  in¬ 
dividuals  on  a  cash  basis,  mail-order  basis  or  pay  checkage  basis. 
NAVMC  604  -  Individual  Clothing  Requisition  and  Issue  Slip 
(Men’s) 

NAVMC  604b  -  Individual  Clothing  Requisition  and  Issue  Slip 
(Women’s) 

NAVMC  604a  -  Transmittal  of  Clothing  Issue  Slips 
NAVMC  10710  -  Men’s  Individual  Clothing  Request 
NAVMC  10711  -  Women’s  Individual  Clothing  Request 
NAVMC  631  -  Individual  Clothing  Record  (Men’s) 

NAVMC  631a  -  Individual  Clothing  Record  (Women’s) 

DD  Form  358  -  Special  Measurement  Blank  -  Clothing  -  Men’s 
DD  Form  1 1 1 1  -  Armed  Forces  Measurement  Blank  -  Special 
Sized  Clothing  -  Women’s 

DD  Form  150  -  Special  Measurement  Blank  for  Special 
Measurement/  Orthopedic  Boots  and  Shoes 
DD  Form  1348  -  DOD  Single  Line  Item.  Requisition  System 
Document  (Manual) 

SF  344  -  GSA  Multi-use  Standard  Requisitioning/Issue  System 
Document 

Naval  messages/speedletters  when  used  in  lieu  of  routine 
MILSTRIP  procedures. 

Authority  for  maintenance  of  the  system:  Executive  Order  10113 
of  24  February  1950 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  substantiate  supply 
accounting  records  for  clothing  issued  or  sold  from  Marine  Corps 
stocks  to  individuals,  and  when  sales  are  made  on  a  pay  checkage 
basis,  to  substantiate  pay  checkage  action  under  the  Joint  Uniform 
Military  Pay  System  (JUMPS) 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  May  be  filed  for  retrieval  by  either  name  or  SSN, 
or  when  used  as  a  substantiating  document  for  issues/sales  at  a 
retail  clothing  outlet,  files  are  primarily  in  transaction  document 
number  sequence. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel. 
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Retention  and  disposal:  Three  years  when  used  to  substantiate  is¬ 
sues  under  the  clothing  MoneUry  Allowance  System. 

As  required  when  used  to  substantiate  financial/pay  checkage 
transactions. 

Until  individual  uniform  clothing  items  issued  in  kind  to  members 
of  the  Marine  Corps  Reserve  are  recovered  upon  separation. 

Three  years  following  detachment  from  duty  for  which  an  issue 
of  supplementary  uniforms  was  authorized. 

System  manager(s)  and  address:  Deputy  Chief  of  Staff  for  Instal¬ 
lations  and  Logistics,  Headquarters,  U  S  Marine  Corps,  Washing¬ 
ton,  D  C  20380 

Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  LMP) 

Room  378 

Commonwealth  Building 
Arlington,  Virginia  22209 
Telephone  Area  Code:  202/694-1775 

Information  required  from  requester: 

Full  name 
SSN 

Military  status 
Current  address 

Specifics  of  information  desired 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Commandant  of  the  Marine  Corps  (Code  LMP), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Individual  information.  Joint  Uniform 
Military  Pay  System/  Manpower  Management  System 
(JUMPS/MMS). 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MIL(M)014 

System  name:  Exchange  Privilege  Authorization  Log 

System  location:  Organized  Marine  Corps  Reserve  units. 

Categories  of  individuals  covered  by  the  system:  Any  member  of 
the  Organized  Marine  Corps  Reserve  unit  who  becomes  eligible  for 
exchange  privileges  as  a  result  of  attending  drills  with  that  unit  in 
accordance  with  current  regulations. 

Categories  of  records  in  the  system:  Log  contains  a  list  by  name 
of  individuals  who  are  issued  exchange  privilege  authorization  let¬ 
ters.  The  list  is  maintained  on  a  quarterly  basis. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  By  the  Commanding  Of¬ 
ficer/Inspector-Instructor  of  Reserve  Units  to  keep  a  record  of  per¬ 
sonnel  who  were  authorized  to  use  the  exchange  during  each  fiscal 
quarter.  Exchange  personnel  -  letters  are  utilized  to  verify  authority 
of  Reserve  to  utilize  exchange  services. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Papers  bound  log  book  on  paper  -  letters  issued  to  in¬ 
dividual  Reserves. 

Retrievability:  Alphabetically  by  last  name  for  each  fiscal  quarter. 
Personnel  who  join  during  the  quarter  are  added  to  the  list  as  they 
become  eligible  for  exchange  privileges. 

Safeguards:  The  log  is  maintained  in  an  area  accessible  only  to 
authorized  personnel.  This  area  is  locked  during  non-working  hours. 

After  working  hours  the  office  and  building  are  locked.  A  guard 
is  located  in  the  general  vicinity. 

Retention  and  disposal:  The  log  will  be  destroyed  one  year  from 
the  end  of  the  calendar  year  for  which  entries  are  made. 

System  manager(s)  and  address:  Inspector-Instructor  of  Organized 
Marine  Corps  Reserve  unit. 

Notification  procedure:  Write  or  visit  SYSMANAGER.  Provide 
■full  name,  social  security  number,  and  military  status.  Proof  of 
identity  may  be  established  by  military  identification  card  or  DD- 
214  and  drivers  license. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER 


Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 


M1L00015 

System  name:  Housing  Referral  Services  Records  System 

System  location:  All  Marine  Corps  installations  with  housing 
referral  offices. 

Categories  of  individuals  covered  by  the  system:  All  military  per¬ 
sonnel  reporting  to  an  installation  who  wUl  be  residing  off  base 
desirous  of  seeking  off  base  housing. 

Categories  of  records  in  the  system:  Information  is  collected  on 
DD  Form  1668  from  all  military  personnel  reporting  to  a  housing 
referral  office  as  pertains  to  name,  grade,  branch  of  service,  or¬ 
ganization  and  location,  local  address,  housing  needs,  e.g. 
rental/sale,  number  of  bedrooms,  fumished/unfumished,  price 
range,  etc.,  number  of  dependents,  male  or  female,  and  age.  A  list 
of  housing  referral  services  provided  and  identification  of  member 
of  racial  or  ethnic  minority  groups.  Individuals  provided  referral 
assistance  must  in  turn  provide  notification  of  housing  selection  by 
use  of  DD  Form  1670  which  includes  such  information  as  type  of 
housing  selected,  e.g.,  location,  temporary/permanent,  rental/sale, 
cost,  number  of  bedrooms,  media  through  which  housing  was 
found,  e.g.,  housing  referral,  realtor,  newspaper,  etc.,  and  satisfac¬ 
tion  with  selection,  e.g.,  too  small,  too  far,  discrimination  encoun¬ 
tered,  and  satisfaction  with  housing  referral  services  provided. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Referral  offices  use  data 
to  assist  and  counsel  individuals  in  locating  suitable  housing  off 
base,  used  for  follow-up  purposes  when  written  notification  from 
individual  is  not  provided  as  to  ultimate  location  of  housing,  used 
for  purposes  of  reporting  statistics  on  field  activity  housing  referral 
services,  used  to  follow  up  on  availability  of  rental  unit  subsequent 
to  occupant’s  receipt  of  PCS  orders,  and  follow  up  regarding  te¬ 
nant/landlord  complaints. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders 

Retrievability:  By  individual’s  name. 

Safeguards:  Housing  files  within  the  housing  referral  or  housing 
office,  used  solely  within  the  housing  organization  and  protected  by 
military  installation’s  security  measures.  Individual  may  upon 
request,  have  access  to  all  such  data. 

Retention  and  disposal:  Data  is  retained  until  individual’s  tour  is 
completed  and  subsequently  disposed  of  according  to  local  records 
disposition  instructions. 

System  manager(s)  and  address:  Commandant  of  the  Marine 
Corps  (Code  LFF-3),  Headquarters,  U  S  Marine  Corps,  Washing¬ 
ton,  D  C  20380. 

Notification  procedure:  Records  are  maintained  by  housing  refer¬ 
ral  offices  at  the  Marine  Corps  activity  responsible  for  providing 
referral  services  for  military  personnel  in  the  area.  Individual  may 
request  access  to  records  upon  proof  of  identity  (ID  card). 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  installation  family  housing  office. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  installation  family  housing  office. 

Record  source  categories:  Data  collected  from  each  applicable  in¬ 
dividual. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MIL00016 

System  name:  Depot  Maintenance  Management  Subsystem  (DM MS) 

System  location: 

Marine  Corps  Supply  Center,  Albany,  Georgia 
Marine  Corps  Supply  Center,  Barstow,  California 

Categories  of  individuals  covered  by  the  system:  Any  military  or 
civilian  employee  of  USMC  Depot  Maintenance  Activities 


Record  source  categories:  Monthly  drill  attendance  records  of  Or¬ 
ganized  Marine  Corps  Reserve  unit. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
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Categories  of  records  in  the  system:  System  contains  individual’s 
Personal  History  File,  Labor  Distribution  Reports,  Time  and  At¬ 
tendance  Reports  and  Payroll  Reports 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Marine  Corps  Supply 
Centers  -  To  provide  payroll  support  and  cost  accounting 
Congress  of  the  United  States 

Naval  Audit  Service  -  To  obtain  audit  trails  for  cost  accounting 
DOD  Departments  and  agencies 

USMC  staff  agencies  and  commands  -  To  review  cost  accounting 
and  financial  management  procedures,  to  monitor  labor  distribution 
Federal,  state,  and  local  tax  agencies 
General  Accounting  Office 
Treasury  Department 
Department  of  Justice 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Computer  magnetic  tapes  and  disks,  computer  paper 
printouts  and  microfiche. 

Retrievahility:  Filed  by  employee  badge  number 
Safeguards:  Buildings  have  security  personnel.  Records  are  main¬ 
tained  in  areas  accessible  to  authorized  personnel  that  are  properly 
screened. 

Retention  and  disposal:  Records  are  maintained  until  end  of 
calendar  year  in  which  employee  has  worked.  At  the  end  of  one 
year,  the  computer  magnetic  tapes  and  disks  are  erased  and  paper 
printouts  are  destroyed  by  shredding.  Microfiche  is  destroyed  by 
burning. 

System  managcr(s)  and  address: 

Commandant  of  the  Marine  Corps  (Code  LMM), 

Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Director,  DMA,  Marine  Corps  Supply  Center,  Albany,  Georgia 
Director,  DMA,  Marine  Corps  Supply  Center,  Barstow, 
California  , 

Notification  procedure:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  LMM), 

Headquarters,  U  S  Marine  Corps  Washington,  D  C  20380 
CG,  Marine  Corps  Supply  Center  (A300),  Albany,  Georgia 
31704 

CG,  Marine  Corps  Supply  Center,  (B300),  Barstow,  California 
9231 1 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  Commanding  General,  Marine  Corps  Supply 
Center  (A300),  Albany,  Georgia  31704  or  Commanding  General, 
Marine  Corps  Supply  Center,  (B300),  Barstow,  California  92311. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address,  telephone  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  i.e.,  driver’s  license,  social  security  card, 
etc. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Automated  system  interfaces 
Application  and  related  forms  from  the  individual  requesting  em¬ 
ployment. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MIL00017 

System  name:  Transportation  Data  Financial  Management  System 
(TDFMS) 

System  location:  Primary  System:  Commanding  General,  Marine 
Corps  Supply  Center  (Code  A470),  Albany,  Georgia  31704 
Categories  of  individuals  covered  by  the  system:  All  Marine  Corps 
active  duty,  reserve,  and  retired  personnel,  federal  Civil  Service 
employees  of  the  Marine  Corps  and  their  dependents. 

Categories  of  records  in  the  system:  The  TDFMS  Master  Files 
consist  of  a  complete  automated  record  for  all  Marine  Corps  active 
duty,  reserve  and  retired  personnel,  federal  Civil  Service  em¬ 
ployees  of  the  Marine  Corps  and  their  dependents  concerning  the 
movement  of  household  goods,  personal  effects  and  passenger  or 
personnel  transportation  by  rail,  bus,  air  or  other  means  involving 
expenditures  of  Marine  Corps  funds. 


Authority  for  maintenance  of  the  system:  Title  37,  U  S  Code/Title 
10,  U  S  Code  and  Marine  Corps  Orders  within  the  4600  Series. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S 
Marine  Corps,  Marine  Corps  activities  for  analysis  and  research  for 
budget  forecasting;  audit,  verification,  certification  of  O&MMC, 
Stock  Fund,  Reserve,  Procurement,  MPMC  expenditure  of  Marine 
Corps  funds;  identifying  movement  of  material  by  weight,  com¬ 
modity  within  areas  by  FY  historical  data  of  commodity  move¬ 
ments,  related  cost,  budget  forecasting,  validation,  and  special  stu¬ 
dies. 

Marine  Corps  Supply  Center  to  monitor  and  certify  for  payment 
transportation  charges  concerning  the  movement  of  personal  pro¬ 
perty  and  personnel  and  to  initiate  collection/reimbursement  action 
for  cost  incurred  that  exceeds  entitlements. 

Department  of  Defense  and  its  components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  offical 
duties. 

The  Attorney  General  of  the  U  S  -  By  officals  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  Agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  US-  The  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  Files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  or  any 
of  his  authorized  representatives  in  the  course  of  the  performance 
of  duties  of  the  General  Accounting  Office  relating  to  the  Marine 
Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Computer  magnetic  tapes  and  discs,  computer  printouts, 
microfiche  and  microfilm. 

Retrievahility:  Information  is  accessed  and  retrieved  by  name,  so¬ 
cial  security  number,  etc.  Conventional  and  computerized  indices 
are  required  to  retrieve  individual  records  from  the  system. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel  that  are  properly  screened,  cleared  and 
trained. 

Retention  and  disposal:  Records  are  maintained  until  statute  of 
limitations  has  expired  and/or  litigation  is  concluded. 

System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps  (Code  LFS),  Headquarters,  U  S  Marine  Corps,  Washington, 
D  C  20380. 

Notification  procedure:  Information  may  be  obtained  from: 
Commanding  General  (Code  A470) 

Marine  Corps  Supply  Center 
Albany,  Georgia  31704 

Telephone:  Area  Code  912/439-5674/5675/5676/5677 

Record  access  procedures:  Written  requests  from  individuals 
should  be  addressed  to  the  address  listed  under  the  heading  LOCA¬ 
TION. 

Written  requests  for  information  should  contain  social  security 
number,  full  name  and  current  address.  Government  Bill  of  Lading 
number  (if  known),  date  of  shipment  or  move  of  household  goods. 

For  personal  visits,  the  individual  should  be  able  to  provide  posi¬ 
tive  personal  identification,  such  as  valid  military  identification 
card,  drivers  license,  etc. 

Contesting  record  procedures:  The  rules  for  access  to  records  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Government  and  commercial  carriers. 

Installation  Transportation  Officers. 

Authorized  order  writing  activities. 

Paying  or  disbursing  officers. 

Marine  Corps  Manpower  Management  System 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MIL00018 

System  name:  Organization  Clothing  Control  File 

System  location:  Depot  Property  Control  Branch,  Marine  Corps 
Recruit  Depots 
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Categories  of  individuals  covered  by  the  system:  Drill  Instructors, 
Marksmanship  Instructors,  Women  Marine  Special  Subject  Instruc¬ 
tors  and  Band  members. 

Categories  of  records  in  the  system:  Combined  Individual  Clothing 
Requisition  and  Issue  Slip  NAVMC  604  Form. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  records  of 
organizational  clothing  issued  to  authorized  personnel  until  items 
have  been  returned. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Filed  alphabetically  by  last  name  of  Marine  con- . 
cerned. 

Safeguards:  Records  are  maintained  in  filing  cabinet  in  a  locked 
building. 

Retention  and  disposal:  Records  are  maintained  until  items  of  or¬ 
ganizational  clothing  are  returned. 

System  manager(s)  and  address:  Commanding  General,  Marine 
Corps  Recruit  Depots 

Notification  procedure:  Information  may  be  obtained  from: 

Depot  Supply  Officer 

Depot  Service  and  Supply  Department 

Marine  Corps  Recruit  Depot 

Parris  Island,  South  Carolina  29905  or  San  Diego,  California 
92140 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Depot  Supply  Officer,  Depot  Services  and  Supply 
Department,  Marine  Corps  Recruit  Depot,  Parris  Island,  SC  29905 
or  San  Diego,  CA  92140. 

Written  requests  for  information  should  contain  the  full  name, 
social  security  number  and  current  address  of  the  individual  con¬ 
cerned. 

For  personal  visits,  the  individual  should  be  able  to  provide  a 
military  identification  card. 

Contesting  record  procedures:  The  Depot’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Provided  by  the  authorized  individual’s 
request  NAVMC  604  to  be  issued  items  of  Organizational  Clothing. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
M1L00019 

System  name:  Equipment  and  Weapons  Receipt  or  Custody  Files 

System  location:  System  is  decentralized.  Records  are  maintained 
at  Marine  Corps  commands,  organizations,  or  activities  that  issue 
said  equipment  or  weapons. 

Categories  of  individuals  covered  by  the  system:  System  contains 
name,  rank,  social  security  number,  unit  address,  and  date. 

Categories  of  records  in  the  system:  This  file  contains  name,  rank, 
social  security  number,  itemized  list  of  equipment  issued,  date  is¬ 
sued,  and  possibly  unit  and  section/Department  to  which  assigned. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  This  system  is  used  to 
identify  individuals  who  have  Government  property  in  their  posses¬ 
sion. 

Officials  and  employees  of  the  Naval  Service  and  General  Ac¬ 
counting  Office  in  the  execution  of  their  official  duties  in  relation 
to  inspections,  investigations,  legal  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  binder,  file  folder,  box,  vertical  card 
file,  or  index  cards. 

Retrievability:  Records  are  filed  alphabetically  by  name. 

Safeguards:  After  working  hours,  the  office  and  building  are 
locked.  A  guard  is  located  in  the  general  vicinity. 

Retention  and  disposal:  These  records  are  destroyed  upon  the 
return  of  the  property  listed. 

System  manager(s)  and  address:  Commanding  Officer  of  the  ac¬ 
tivity. 


Notification  procedure:  Write  or  visit  SYSMANAGER  Provide 
full  name,  social  security  number,  and  military  status.  Proof  of 
identity  may  be  established  by  military  identification  card  or  DD 
214  and  drivers  license. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Information  is  entered  by  visual  certifi¬ 
cation  of  property,  issued  and  identification  presented  by  in¬ 
dividual. 

Systenu  exempted  from  certain  provisions  of  the  act:  None 
MINOOOOl 

System  name:  Personnel  Security  Eligibility  and  Access  Information 
System 

System  locatioa:  Primary  system  •  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380. 

Secondary  system  •  Local  activity  to  which  individual  is  assigned 
(See  List  of  Marine  Corps  Activities,  MCO  P5400.6— ). 

Categories  of  individuals  covered  by  the  system:  Members  of  the 
U  S  Marine  Corps  and  Marine  Corps  Reserve,  former  members, 
applicants  for  enlistment  or  commissioning.  Marine  Corps  civilian 
employees,  and  other  persons  whose  status  or  position  effects  the 
security,  order,  or  discipline  of  the  Marine  Corps. 

Categories  of  records  in  the  system:  Files  contain  reports  of  per¬ 
sonnel  security  investigations,  criminal  investigations,  counterintel¬ 
ligence  investigations,  correspondence,  records  and  information 
pertinent  to  an  individual’s  acceptance  and  retention,  personnel 
security  clearance  and  access,  assignment  to  personnel  reliability 
programs  and  other  high  risk  or  compartmented  information  pro¬ 
grams  requiring  personnel  quality  control. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
of  the  U  S  Marine  Corps  in  the  performance  of  their  official  duties 
related  to  personnel  security  eligibility  and  access. 

The  Comptroller  General  or  any  of  his  authorized  representa¬ 
tives,  upon  request,  in  the  course  of  the  performance  of  duties  of 
the  General  Accounting  Office. 

Attorney  General  of  the  United  States  or  his  authorized  represen¬ 
tatives  in  connection  with  litigation,  law  enforcement  or  other  mat¬ 
ters  under  the  jurisdiction  of  the  Etepartment  of  Justice  or  carried 
out  as  the  legal  representative  of  the  Executive  Branch  agencies. 

State  and  local  government  agencies  in  the  performance  of  their 
official  duties. 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties. 

Official  employees  of  the  Department  of  Defense  in  the  per¬ 
formance  of  their  official  duties. 

Officials  and  employees  of  other  agencies  of  the  Executive 
Branch  of  the  government,  upon  request,  in  the  performance  of 
their  official  duties. 

Senate  or  the  House  of  Representatives  of  the  United  States  or 
any  committee  or  subcommittee  thereof,  requiring  disclosure  of  the 
files  or  records  of  individuals  covered  by  this  system. 

Polkies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  index  cards.  Some  in¬ 
formation  in  contained  in  automated  files  or  on  computer  tapes. 

Retrievability:  Filed  alphabetically  by  last  name  of  individual  or 
by  social  security  number. 

Safeguards:  Stored  in  locked  safes  or  cabinets.  File  areas  are  ac¬ 
cessible  only  to  authorized  persons  who  are  properly  screened, 
cleared,  and  trained. 

Retention  and  disposal:  Records  and  portions  thereof  vary  in 
period  of  time  retained.  Records  are  retained  and  disposed  of  in  ac¬ 
cordance  with  Department  regulations. 

System  managers)  and  address:  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure:  Requests  by  correspondence  should  be  ad¬ 
dressed  to  Commandant  of  the  Marine  Corps  (Attn:  Privacy  Act 
Coordinator),  Headquarters,  U  S  Marine  Corps,  Washington,  D  C 
20380  or  in  accordance  with  the  list  of  Marine  Corps  activities.  The 
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letter  should  contain  full  name,  social  security  number, 
rank/rate/civilian  statuse  address  and  notarized  signature  of  the 
requester.  The  individual  may  visit  Headquarters,  U  S  Marine 
Corps,  Arlington  Annex  (FOB  2),  Washington,  D.  C.  for  assistance 
with  records  located  in  that  building  or  any  Marine  Corps  activity 
for  access  to  locally  maintained  records.  I^or  written  notification 
of  personal  visits  are  required  to  ensure  that  all  parts  of  the  records 
will  be  available  at  the  time  of  the  visit.  Proof  of  identity  will  be 
required  and  will  consist  of  a  military  identification  card,  driver’s 
license  or  similar  picture-bearing  identification. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Officials  and  employees  of  the  U  S 
Marine  Corps,  Departments  of  the  Navy  and  Defense  and  other  de¬ 
partments  and  agencies  of  the  Executive  Branch  of  government, 
and  components  thereof,  in  performance  of  their  official  duties  and 
as  specified  by  current  instructions  and  regulations  promulgated  by 
competent  authority.  Civilian  and  military  investigative  reports. 
Federal,  state  and  local  court  documents.  Fingerprint  cards.  Official 
correspondence  concerning  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  Title  5,  U  S  Code  SS2  a  (j)  or  (k),  as 
applicable.  For  additional  information  contact  the  SYSMANAGER. 

MJAOOOOl 

System  name:  Business  Complaint  File 

System  location:  Tri-Command  Legal  Assistance  Office,  Marine 
Corps  Base,  Camp  Lejeune,  North  Carolina  28S42. 

Categories  of  individuals  covered  by  the  system:  Businesses  which 
have  generated  complaints  by  clients  at  Legal  Assistance  Office. 

Categories  of  records  in  the  system:  Affidavits  of  individuals  in¬ 
volved  in  incidents  which  give  rise  to  such  complaints. 

Authority  for  maintenance  of  the  system:  Title  S,  U.  S.  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Legal 
Assistance  Officers  to  resolve  problem  locally  or  forwarded  to  the 
North  Carolina  Attorney  General’s  Office  and/or  Armed  Forces 
Disciplinary  Control  Board  as  appropriate  for  settlement  of  com¬ 
plaint. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Arranged  by  type  business  and  alphabetically  by 
name  of  business  within  types.  Requires  conventional  indices  for 
retrievability. 

Safeguards:  Maintained  in  locked  building. 

Retention  and  disposal:  Maintained  locally  so  long  as  file  is  ac¬ 
tive,  or  two  years  if  inactive.  Not  transferred.  Destroyed  by  discard 
in  military  trash  system. 

System  manager(s)  and  address:  Commanding  General  (Attn:  Tri- 
Command  Legal),  Marine  Corps  Base,  Camp  Lejeune,  North 
Carolina  28542.  Telephone:  Area  Code  919/451-3218. 

Notification  procedure:  Requests  for  information  should  be  ad¬ 
dressed  to  the  Systems  Manager.  Requester  may  also  visit  office. 
Military  ID  card  or  other  suitable  identification  will  be  required. 

Record  access  procedures:  Rules  for  access  may  be  obtained  from 
the  SYSMANAGER 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Individual  complainants. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MJA00002 

System  name:  Staff  Judge  Advocate  Working  Papers 

System  location:  Commanding  General,  Marine  Corps  Develop¬ 
ment  and  Education  Command,  Marine  Corps  Base,  Quantico,  Vir¬ 
ginia  22134 

Categories  of  individuals  covered  by  the  system:  Persons  appealing 
Article  15  punishment  and  traffic  court  rulings;  persons  referred  to 
a  court-martial;  persons  awaiting  special  and  general  court-martial; 


persons  confined  at  the  Correctional  Facility  in  excess  of  30  days; 
lawyers  assigned  to  be  on  call  for  a  given  period;  officers  punished 
under  Article  15,  UCMJ;  and  persons  selected  to  sit  as  members  of 
a  court-martial. 

Categories  of  records  in  the  system:  File  contains  information 
relating  to  nonjudicial  punishment  appeals,  the  reason  for  the  ap¬ 
peal  and  the  response  of  the  officer  appealed;  traffic  court  appeals; 
counsel  assignments  to  individual  referred  to  a  court-martial; 
weekly  case  listings  including  type  of  offense,  counsel  assigned  and 
dates  per-  taining  to  each  case;  excess  30  day  pretrial  confinement 
letters  including  the  approval/disapproval  by  the  CG  for  extending 
the  period  of  confinement;  duty  lawyer  roster;  officers’  punish¬ 
ments  including  offense,  punishment  and  statement  of  desire  to  ap¬ 
peal  or  not;  weekly  docket  list;  and  court-martial  members 
questionnaire  including  age,  duty  assignment,  summary  of  past  du¬ 
ties,  marital  status,  children,  and  matters  pertaining  to  past  school¬ 
ing  and  assignments. 

Authority  for  maintenance  of  the  system:  Title  10,  U.  S.  Code  801, 
et.  seq.;  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Staff  Judge  Advocates 
Office,  Marine  Corps  Development  and  Education  Command  -  to 
prepare  SJA’s  advice  to  officer  appealed  to  in  appeals  of  nonjudi¬ 
cial  punishments;  to  monitor  the  fairness  of  traffic  court 
proceedings;  to  determine  which  counsel  is  assigned  to  each  court- 
martial  case;  to  inform  members  of  MCDEC  with  a  need  to  know 
the  status  of  individual  court-martial  cases;  to  expedite  cases  where 
individuals  have  been  confined  in  excess  of  30  days;  to  provide  a 
list  of  duty  counsels  for  Base  security  organizations;  to  keep  track 
of  the  status  of  pending  cases;  and  to  determine  which  persons 
selected  to  sit  as  members  of  a  court-martial  counsel  may  wish  to 
challenge. 

Marine  Corps  Commands  -  by  officials  and  employees  of  the 
Marine  Corps  in  the  execution  of  their  official  duties. 

Department  of  Defense  and  its  Components  -  by  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U.  S.  -  by  officials  and  employees 
of  the  Office  of  the  Attorney  General  in  connection  with  litigation, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of 
the  Department  of  Justice  or  as  carried  out  as  the  legal  representa¬ 
tive  of  the  Executive  Branch  agencies. 

Courts  -  by  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U.S.  -  by  the  Senate  or  the  House  of  Represen¬ 
tatives  of  the  U.S.  or  any  committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files  of 
the  system. 

The  Comptroller  General  of  the  U.S.  -  by  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders  and  card  files. 

Retrievability:  Alphabetically 

Safeguards:  Kept  behind  locked  doors  with  security  guard  in 
building  at  night. 

Retention  and  disposal:  Most  records  are  retained  for  two  years. 
Duty  lawyer  rosters  and  weekly  docket  lists  are  retained  for  one 
year.  All  records  are  destroyed  at  the  end  of  the  retention  period. 

System  manager(s)  and  address:  Commanding  General,  Marine 
Corps  Development  and  Education  Command. 

Notification  procedure:  Information  may  be  obtained  from: 

Commanding  General 

Marine  Corps  Development  and  Education  Command  (Code  B 
052) 

Marine  Corps  Base 

Quantico,  Virginia  22134 

Telephone:  Area  Code  703/640-2776 

Record  access  procedures:  Requests  from  an  individual  may  be 
addressed  to:  Commanding  General,  Marine  Corps  Development 
and  Education  Command  (Code  B  052),  Marine  Corps  Base,  Quan¬ 
tico,  Virginia  22134. 

Written  request  for  information  should  contain  the  full  name  and 
grade  of  the  individual. 
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Contesting  record  procedures;  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individuals 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MJA00003 

System  name:  Magistrate  Court  Case  Files 

System  location:  Office  of  the  Staff  Judge  Advocate,  Building  14, 
Marine  Corps  Base,  Camp  Lejeune,  North  Carolina  28542 

Categories  of  individuals  covered  by  the  system:  Civilians  pending 
and  tried  by  the  assigned  Federal  magistrate  for  crimes  committed 
on  military  reservation  at  Camp  Lejeune,  North  Carolina  28S42. 

Categories  of  records  in  the  system:  Investigative  reports,  com¬ 
plaints,  summons  and  warrants. 

Authority  for  maintenance  of  the  system:  Title  18,  U  S  Code  3041; 
Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses;  Military  Prosecutor  for 
preparation  of  cases  for  trial  by  military  prosecutor. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievahility:  Filed  alphabetically  by  name.  Conventional  indices 
are  required  for  retrieval. 

Safeguards:  Maintained  in  file  cabinet  in  locked  building. 

Retention  and  disposal:  Retained  and  destroyed  in  accordance 
with  SECNAVINST  5212.58. 

System  manager(s)  and  address:  Commanding  General  (Attn: 
SJA),  Marine  Corps  Base,  Camp  Lejeune,  North  Carolina; 
Telephone:  Area  Code  919/451-5177. 

Notification  procedure:  Individual  is  personally  served  with  a  sub¬ 
poena  and  is  shown  the  file.  Requires  name  for  entry. 

Record  access  procedures:  Contact  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Law  enforcement  reports,  bad  check 
transmittal  letters  from  Government  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MJA(HMHM 

System  name:  In  Hands  of  Civil  Authorities  Case  File 

System  location:  Base  Adjutant’s  Office,  Marine  Corps  Base, 
Camp  Lejeune,  North  Carolina. 

Categories  of  individuals  covered  by  the  system:  All  military  per¬ 
sonnel  who  are  in  hands  of  civil  authorities  or  have  charges  pend¬ 
ing  against  them  by  civil  authorities. 

Categories  of  records  in  the  system:  Civil  court  documents,  advice 
to  respondent,  health  statements/  certificates  and  supporting  docu¬ 
ments  pertaining  to  individual’s  status. 

Authority  for  maintenance  of  the  system:  Title  10,  U  S  Code  814; 
Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Working  file  utilized  in 
administrative  processing  of  individuals  in  hands  of  civil  authori¬ 
ties.  Used  by  command  personnel  in  the  execution  of  their  official 
duties  in  processing  individual  for  report  of  misconduct  and 
discharge  proceedings  in  accordance  with  Marine  Corps  Separation 
Manual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievahility:  Filed  alphabetically  by  last  name  of  individual  by 
calendar  year  in  which  processing  is  completed. 

Safeguards:  Records  are  stored  in  metal  file  cabinets  in  Base  Ad¬ 
jutant’s  office  in  Building  1,  where  full-time  security  is  maintained 
during  off-duty  hours.  Accessible  only  to  authorized  personnel  in 
the  execution  of  their  official  duties. 

Retention  and  disposal:  On  discharged  personnel,  record  incor¬ 
porated  into  administrative  discharge  file.  Others  retained  for  two 
years  after  completion  of  calendar  year  in  which  processed,  then 


destroyed  in  accordance  with  the  Navy  and  Marine  Corps  Records 
Disposal  Manual. 

System  managerfs)  and  address:  Commanding  General  (Attn: 
AdO.  Marine  Corps  Base,  Camp  Lejeune,  North  Carolina  28542. 
Telephone:  AC9 19/45 1-24 14. 

Notification  procedure:  Requests  should  be  addressed  to  the 
SYSMANAGER.  Requester  must  be  able  to  provide  satisfactory 
identifying  information. 

Record  access  procedures:  Rules  for  access  may  be  obtained  from 
the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Service  records,  health  records,  civil 
court  documents,  law  enforcement  personnel  and  various  DOD 
Agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MJAIMNMS 

System  name:  Financial  Assistance/Indebtedness  Files 

System  location:  Adjutant’s  Office,  Marine  Corps  Base,  Camp 
Lejeune,  North  Carolina. 

Categories  of  individuals  covered  by  the  system:  Marines  identified 
as  owing  debts  and/or  having  dependents  requiring  financial  aid. 

Categories  of  records  in  the  system:  File  contains  name,  rank,  so¬ 
cial  security  number,  military  occupational  specialty,  component, 
marital  and  dependency  status  and  supporting  documents  pertaining 
to  indebtedness  and/or  financial  assistance  required. 

Authority  for  maintenance  of  the  system:  Title  10.  U.  S.  Code; 
Tide  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Working  file  once 
inquiry  initiated.  Used  by  command  personnel  in  the  execution  of 
their  official  duties  of  processing  inquiry.  Once  processing  is 
completed,  record  is  filed  in  command  office  of  record  official  cor¬ 
respondence  file. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievahility:  Chronologically  by  date  of  response. 

Safeguards:  File  accessible  only  to  authorized  personnel  in  the 
execution  of  their  official  duties.  Maintained  in  locked  building  with 
full  time  duty  personnel  present  during  non-working  hours. 

Retention  and  disposal:  Retained  for  two  years  and  disposed  of  in 
accordance  with  Navy  Marine  Corps  Records  Disposal  Instructions. 

System  manager(s)  and  address:  Commanding  General  (Attn:  Ad¬ 
jutant),  Marine  Corps  Base,  Camp  Lejeune,  North  Carolina  28542. 
Telephone:  Area  Code  919/451-2414. 

Notification  procedure:  Requests  should  be  addressed  to  the 
SYSMANAGER.  Requester  must  be  able  to  provide  satisfactory 
identifying  information. 

Record  access  procedures:  Rules  for  access  may  be  obtained  from 
the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Previous  and  current  commanders, 
private  individuals  and  agencies. 

Systenu  exempted  from  certain  provisiona  of  the  act:  None 
MJA00006 

,  System  name:  2nd  Marine  Aircraft  Wing  General  Correspondence 
Files  for  Legal  Administration 

System  location:  Office  of  the  Wing  Staff  Judge  Advocate,  2nd 
Marine  Aircraft  Wing,  Cherry  Point,  North  Carolina  28533 

Categories  of  individuals  covered  by  the  system:  File  contains  in¬ 
formation  on  individuals  who  have  appealed  nonjudicial  punish¬ 
ment,  individuals  who  have  been  reconunended  for  administrative 
discharge  whose  cases  have  been  reviewed  by  Staff  Judge  Ad¬ 
vocate.  individuals  who  have  been  served  with  civil  process,  cor¬ 
respondence  from  civilian  and  military  agencies  or  persons 
requesting  assistance  in  the  completion  of  legal  related  problems  on 
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individuals.  Individuals  is  defined  to  mean  military  personnel  as¬ 
signed  to  2nd  Marine  Aircraft  Wing. 

Categories  of  records  in  the  system:  Files  contain  the  name,  rank, 
social  security  number,  unit,  and  all  data  applicable  to  a  person’s 
appeal  of  nonjudicial  punishment,  the  Staff  Judge  Advocate’s 
review  of  administrative  discharge  recommendations,  copies  of 
process  served  on  military  personnel  by  civilian  authorities,  and 
correspondence  relating  to  information  in  the  files. 

Authority  for  maintenance  of  the  system:  Title  S,  U.  S.  Code  301; 
Title  10,  U  S  Code  801  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Staff  Judge  Advocate, 
2nd  Marine  Aircraft  Wing  and  his  representatives  in  the  execution 
of  assigned  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Files  are  filed  alphabetically. 

Safeguards:  Files  are  maintained  in  file  cabinets  within  locked  of¬ 
fice  space  during  nonworking  hours. 

Duty  personnel  perform  security  checks  throughout  the  building 
during  nonworking  hours. 

During  working  hours  assigned  office  personnel  are  within  the 
immediate  area  of  the  files. 

Retention  and  disposal:  Files  are  maintained  two  years  from  the 
date  of  final  action. 

System  managerfs)  and  address:  Staff  Judge  Advocate,  2nd 
Marine  Aircraft  Wing,  Marine  Corps  Air  Station,  Cherry  Point, 
North  Carolina  28533 

Notification  procedure:  Information  may  be  obtained  from: 

Staff  Judge  Advocate 

Staff  Code  17 

Marine  Corps  Air  Station 

Cherry  Point,  North  Carolina  28S33 

Telephone:  919/466-2444 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to:  Staff  Judge  Advocate  Staff  Code  17,  Marine  Corps  Air 
Station,  Cherry  Point,  North  Carolina  28533 
Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  social  security  number,  and  reason  for  requesting 
the  information. 

For  personal  visits  the  individual  must  be  either  in  appropriate 
uniform  or  present  adequate  identification. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Individuals 
Service  record  book 
Medical  Records 

Investigative  files  of  CID,  NIS,  FBI,  Military  Commands. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MJA00007 

System  name:  Delivery  Agreement 
System  location:  All  Marine  Corps  Activities  at  Legal  Office  or 
Office  of  the  Staff  Judge  Advocate 
Categories  of  individuals  covered  by  the  system:  Marines  arrested 
under  criminal  warrant  by  civilian  authorities 
Categories  of  records  in  the  system:  Written  agreement  releasing 
the  Marine  to  civilian  authorities.  Form  contains  the  nature  of  the 
civilian  charges  for  which  the  Marine  is  being  arrested 
Authority  for  maintenance  of  the  system:  Title  10,  U.  S.  Code  814; 
Title  5,  U.  S.  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Notification  to  activity 
that  one  of  its  members  has  been  arrested  by  civilian  authorities 
and  also  notifying  the  activity  of  the  nature  of  the  charges.  This 
form  also  notifies  the  peace  officer  involved  of  his  obligations  to 
transport  the  military  individual  from  and  back  to  the  military  in¬ 
stallation. 

Basis  for  preparing  requisite  personnel  records  necessitated  by 
arrest  and  taking  personnel  actions  occasioned  thereby. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 


Storage:  File  folders  in  respective  case  record  Staff  Judge  Ad¬ 
vocate  Office 

Retrievability:  Alphabetical 

Safeguards:  Limited  number  are  distributed  and  all  are  considered 
FOR  OFFICIAL  USE  ONLY 
Retention  and  disposal:  2  years 

System  manager(s)  and  address:  Staff  Judge  Advocate/Legal  Of¬ 
ficer,  Local  Marine  Corps  Activity 

Notification  procedure:  Information  may  be  obtained  from: 

Staff  Judge  Advocate/Legal  Officer 
Local  Marine  Corps  Activity 

If  local  activity  concerned  is  not  known,  contact  the  Director, 
Judge  Advocate  Division,  Headquarters,  U  S  Marine  Corps, 
Washington,  D.  C.  20380 

Record  access  procedures:  Requests  should  be  addressed  to  the 
Legal  Office/Office  of  Staff  Judge  Advocate,  Local  Marine  Corps 
Activity 

Contesting  record  procedures:  The  SYSMANAGER  should  be 
contacted  for  rules  governing  individual  cases 

Record  source  categories:  Warrant  for  arrest  presented  by  arrest¬ 
ing  civil  authority 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MJA00008 

System  name:  Letters  of  Indebtedness/Credit  Inquiry 
System  location:  Headquarters  Battalion  (Code  200),  Marine 
Corps  Supply  Activity,  Philadelphia,  Pennsylvania  19146 

Categories  of  individuals  covered  by  the  system:  File  on  all 
Marines  who  receive  letters  of  indebtedness 
Categories  of  records  in  the  system:  All  correspondence  and 
findings  pertaining  to  the  letter  in  question. 

Authority  for  maintenance  of  the  system:  Title  5,  U.  S.  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Maintain  a  record  of 
credit  inquiries  and  alledged  letters  of  indebtedness  received  from 
various  firms  and  individuals,  to  conduct  an  investigation  to  deter¬ 
mine  validity  prior  to  taking  final  action.  Available  to  Personnel  Of¬ 
ficer,  Legal  (jfficer,  and  Commanding  Officer,  Headquarters  Bat¬ 
talion. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Individual  file  folders 
Retrievability:  By  name  and  date 
Safeguards:  Maintained  in  Headquarters  files 
Retention  and  disposal:  One  year 

System  managerfs)  and  address:  Command  Adjutant  (Code  200), 
Marine  Corps  Supply  Activity,  Philadelphia,  Pennsylvania  19146 
Notification  procedure:  Information  may  be  obtained  from: 
Commanding  Officer,  Headquarters  Battalion  (Code  200) 

Marine  Corps  Supply  Activity 
Philadelhpia,  Pennsylvania  19146 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Commanding  Officer,  Headquarters  Battalion  (Code 
200),  Marine  Corps  Supply  Activity,  Philadelphia,  Pennsylvania 
19146 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Complaintant,  other  investigating  offi¬ 
cials  and  individual  concerned 
Systems  exempted  from  certain  provisions  of  the  act:  None 
MJA00009 

System  name:  Marine  Corps  Command  Legal  Files 
System  location:  All  Marine  Corps  commands  whose  commander 
has  the  authority  to  convene  a  special  court-martial  (See  Title  10,  U 
S  Code  826  and  List  of  Activities  in  the  Directory  of  Department  of 
the  Navy  Activities). 

Categories  of  individuals  covered  by  the  system:  Civilian  em¬ 
ployees  of  the  Department  of  Defense  or  guests  who  have  visited 
Marine  Corps  installations  who  have  allegedly  committed  criminal 
offenses  aboard  a  military  installation  or  whose  conduct  has  been 
subject  to  investigation. 


FEOilAL  REOISTEI  VOL.  40,  NO.  1«E— THURSDAY,  AUGUST  2t,  197S 


39692 


DEPARTMENT  OF  DEFENSE 


Any  Marine  or  Navy  service  member  who  is  the  subject  of  the 
disciplinary  action  under  the  provisions  of  the  Uniform  Code  of 
Military  Justice  (Title  10,  U  S  Code  801,  et.  scq.);  who  has  been  the 
subject  of  administrative  discharge  action  pursuant  to  the 

- provisions  of  Marine  Corps  Order  P1900.16 — ); 

or  who  has  been  the  subject  of  an  investigation  (JAG  Manual  in¬ 
vestigations)  convened  pursuant  to  the  provisions  of  the  Uniform 
Code  of  Military'  Justice  or  the  Manual  of  the  Judge  Advocate 
General  (JAG  Instruction  5800.7 — )  or  any  other  type  of  investiga¬ 
tion  or  inquiry. 

Categories  of  records  in  the  system:  Records  of  disciplinary 
proceedings,  including  courts-martial  records  and  records  of  non-ju- 
dicial  punishments  with  supporting  documents,  military  justice 
management  information  pre-post  trial  (e.g.,  courts-martial  docket¬ 
ing  logs,  reports  of  cases  tried,  etc.),  pre-disciplinary  inquiries  and 
investigations  and  documentation  pertaining  to  post-hearing/trial 
review,  clemency  action,  appellate  leave  or  other  personnel  action 
related  to  or  resulting  from  courts-martial,  JAG  Manual  investiga¬ 
tions  pertaining  to  claims,  line  of  duty  misconduct  determinations, 
command  irregularities,  and  unusual  incidents  or  accidents  with 
supporting  documentation  and  post-investigation  review  and  ac¬ 
tions.  Inquiries  made  into  incidents  or  situations  which  result  in 
disbarment  of  an  individual  or  firm  from  entry  upon  a  military  in¬ 
stallation,  referral  to  base  traffic  court  or  civilian,  federal,  state  or 
local  judicial  or  law  enforcement  authorities.  Recommendations  for 
administrative  discharge  with  supporting  documentation,  including 
records  of  any  hearing  held  and  any  review  or  other  action  taken 
with  respect  to  the  discharge  recommendations. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301; 
Title  10,  U  S  Code  801,  et.  seq.;  Title  18,  U  S  Code  382 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Serves  as  a  command 
historical  file 

In  the  case  of  courts-martial  records  serves  as  a  public  record. 

Serves  as  the  basis  for  taking  appropriate  action  with  respect  to 
incidents  which  have  been  investigated  or  have  been  the  subject  of 
disciplinary  action. 

Serves  as  a  source  of  information  for  military,  federal  other  law 
enforcement  authorities  for  taking  action. 

Serves  as  a  management  system  for  the  military  justice  activities. 

Members  of  Congress,  officials  of  the  Department  of  Defense, 
civilian  law  enforcement  officials.  General  Accounting  Office, 
other  federal  state  or  local  agencies  in  the  execution  of  their  offi¬ 
cial  duties  in  relation  to  inspections,  investigations,  legal  action  and 
administrative  action. 

Serves  as  a  source  from  which  information  is  provided  to  host 
foreign  country  officials  re  criminal  activities  by  American  na¬ 
tionals  in  foreign  countries. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Files  by  name  of  service  member  involved  or 
chronologically  with  cross-reference  to  individual  involved. 

Safeguards:  Records  are  kept  in  either  locked  cabinets  or  guarded 
or  locked  buildings. 

Retention  and  disposal:  Two  years  or  as  provided  in  the  Manual 
of  the  Judge  Advocate  General  (JAG  Instruction  5800.7 — ). 

System  manager(s)  and  address:  Commanding  officer  of  the  unit 
concerned.  See  Directory  of  Department  of  the  Navy  Activities  for 
addresses.  If  unit  not  known,  information  may  be  obtained  from 
Director.  Judge  Advocate  Division,  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380. 

Notification  procedure:  Write  or  visit  SYSMANAGER.  If  unit 
concerned  cannot  be  determined,  information  may  be  sought  from 
Director,  Judge  Advocate  Division,  Headquarters.  U  S  Marine 
Corps,  Washington,  D  C  20380.  Provide  full  name,  social  security 
number  and  militao'  status.  Proof  of  identity  may  be  established  by 
military  identification  card  or  DD-214  and  driver’s  license. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contest  may 
be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individual  concerned,  witnesses  to  the 
incident  in  question  or  parties  concerned  therewith,  officer  in¬ 
vestigating  the  incident,  documents  or  items  of  real  evidence,  docu¬ 
ments  pertaining  to  the  review,  action  or  authorities  charged  with 
making  a  review  or  taking  action. 


Systems  exempted  from  certain  provisioos  of  the  act:  None 
MJACMWIO 

System  name:  Unit  Punishment  Book 

System  location:  AU  U  S  Marine  Corps  and  U  S  Marine  Corps 
Reserve  units,  whose  commander  has  non  judicial  punishment 
authority  (See  10,  U  S  Code  815) 

Categories  of  individuals  covered  by  the  system:  Any  enlisted 
Marine  who  is  charged  with  a  violation  of  the  Uniform  Code  of 
Military  Justice. 

Categories  of  records  in  the  system:  File  contains  name,  rank,  so¬ 
cial  security  number,  military  occupational  specialty  and  unit  of  the 
individual,  brief  summary  of  the  alleged  offense  including  date, 
time  and  place.  Acknowledgement  of  rights  under  Article  31. 
Uniform  Code  of  Military  Justice,  and  right  to  demand  trial  by 
Courts-Martial  by  the  individual,  record  of  specific  punishment 
awarded  or  remarks  as  to  disposition  of  charge.  If  punishment  was 
awarded  the  individual  will  also  acknowledge,  in  writing,  his  right 
to  appeal. 

Authority  for  maintenance  of  the  system:  Title  10,  U  S  Code  815; 
Tide  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Referral  sheet  for 
evaluation  of  conduct.  To  provide  a  command  historical  record  of 
nonjudicial  punishments.  To  complete  statistics  on  disciplinary 
trends.  Officials  and  employees  of  the  Naval  Service.  Department 
of  Defense,  members  of  congress  and  General  Accounting  Office  in 
the  execution  of  their  official  duties  in  relation  to  inspections,  in¬ 
vestigations,  legal  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  loose  leaf  binder. 

Retrievability:  Alphabetically  by  last  name  and  by  year. 
Safeguards:  Access  limited  to  those  with  a  need-to-know. 
Records  kept  in  a  locked  cabinet  or  in  a  room  which  is  locked. 

Retention  and  disposal:  3  years,  destroyed  by  burning  at  end  of 
period. 

System  managerfs)  and  address:  Unit  Commanders  of  U  S  Marine 
Corps  or  U  S  Marine  Reserve  units  authorized  to  administer  nonju- 
dici^  punishment. 

Notification  procedure:  Write  or  visit  SYSMANAGER  If  unit  im¬ 
posing  punishment  cannot  be  determined,  information  may  be 
sought  from  Director,  Judge  Advocate  Division,  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380.  Provide  full  name,  social 
security  number,  and  military  status.  Proof  of  identity  may  be 
established  by  military  identification  card  or  DD  214  and  driver’s 
license. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER 
Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Verbal  or  written  charge  from  in¬ 
dividual  subject  to  Uniform  Code  of  Military  Justice.  Service 
record  book  of  individual.  Nonjudicial  punishment  hearing. 

Systenu  exempted  from  certain  provisions  of  the  act:  None 
MJAOOOll 

System  name:  Delinquent  Mail  Order  Account  System 

System  location:  Women’s  Clothing  Outlet.  E>epot  Service  and 
Supply  Department,  Marine  Corps  Recruit  Depot.  Parris  Island, 
South  Carolina  29905 

On  accounts  delinquent  in  excess  of  ninety  days  to  Headquar¬ 
ters,  U  S  Marine  Corps  (Code  JAM)  Collection  Agent 

Categories  of  individuals  covered  by  the  system:  Any  Woman 
Marine  who  purchases  clothing  until  payment  has  been  completed 
or  payment  is  delinquent  ii)  excess  of  ninety  days. 

Categories  of  records  in  the  system:  File  contains  information  ex¬ 
tracted  from  the  Women’s  Individual  Clothing  Request  (NAVMC 
10711) 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  ensure  prompt  pay¬ 
ment  of  Mail  Order  Clothing 
To  establish  delinquent  account  follow-up 
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Poikict  and  practkes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  maintained  in  computer  for  a  period  of  ninety 
days  after  date  of  shipment.  Record  then  passed  to  Headquarters, 
U  S  Marine  Corps  (Code  JAM). 

Retrkvabiiity:  Bill  number 

Individual’s  name 

Safeguards:  Records  maintained  in  computer  and  can  only  be 
requested  by  authorized  personnel. 

Retention  and  disposal:  Records  are  maintained  until  payment 
completed  but  not  to  exceed  a  ninety  day  period  after  date  of  ship¬ 
ment.  Then  by  Headquarters,  U  S  Marine  Corps  (Code  JAM)  until 
indebtedness  is  satisfied. 

System  manager(8)  and  address:  Commanding  General,  Marine 
Corps  Recruit  E>epot,  Parris  Island,  South  Carolina.  29905 

Notification  procedure:  Information  may  be  obtained  from: 

Women  Marine's  Clothing  Outlet 
Depot  Service  and  Supply  Department 
Marine  Corps  Recruit  Depot 
Parris  Island,  South  Carolina  29905 

Record  access  procedures:  Written  requests  for  information 
should  contain  the  full  name  of  the  individual,  social  security 
number,  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  a 
military  identification  card. 

Contesting  record  procedures:  The  Department’s  rules  for  access 
to  records  and  for  contesting  contents  and  appealing  initial  deter¬ 
minations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Individual  submits  mail  order  for  arti¬ 
cles  of  uniform  clothing,  provides  name,  SSN,  mail  address,  item 
of  clothing  desired. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MJA00012 

System  name:  Individual  Accounts  of  Mail  Order  Clothing  (bill  file) 

System  location:  Clothing  Section  (MAU),  Direct  Support  Stock 
Control  Branch,  Materiel  Division,  Marine  Corps  Supply  Center, 
Albany,  Georgia  31704 

Categories  of  individuals  covered  by  the  system:  File  pertains  to  all 
Marine  Corps  personnel,  active,  reserve  and  retired  who  have  a 
requirement  and  are  authorized  clothing,  textiles  and  other  related 
supplies. 

Categories  of  records  in  the  system:  Record  includes  individual’s 
name,  rank,  SSN,  military  address,  bill  number,  dollar  amount  of 
the  shipment,  shipping  date  and  zip  code. 

Authority  for  maintenance  of  the  system:  NAVCOMPT  Manual, 
Part  C,  Collection  and  Reporting  of  Debts  Due  the  United  States. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Marine  Corps  Supply 
Center,  Albany,  Georgia.  To  facilitate  in  a  mechanized  atmosphere 
the  collection  of  information  necessary  to  provide  the  capability  of 
continued  follow  up  on  funds  owed  and  due  the  U  S  Government 
through  daily  billing,  cross  referencing  and  processing  of  mail  order 
clothing  individual  accounts. 

Polkks  and  practkes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Data  is  stored  on  magnetic  tape's  and  computer  paper 
printouts. 

Retrkvabiiity:  Data  can  be  retrieved  by  account  number,  name 
and  social  security  number. 

Safeguards:  Computer  printouts  and  source  documents  are 
retained  in  a  single  office  accessible  only  to  authorized  personnel. 
Employees  are  properly  trained  in  safeguarding  information  of  a 
personal  nature. 

Retention  and  disposal:  Computer  records  are  retained  until  the 
bills  are  satisfied.  Computer  printouts  and  source  documents  are 
retained  for  a  period  of  rive  years.  Destruction  of  records  is  by  mu¬ 
tilation. 

System  manager(s)  and  address:  Commanding  General,  Marine 
Corps  Supply  Center,  Albany,  Georgia  31704. 

Notification  procedure:  Information  may  be  obtained  from: 
Clothing  Section  (MAU),  Direct  Support  Stock  Control 
Branch,  Materiel  Division 
Marine  Corps  Supply  Center 


Albany,  Georgia  31704 
Telephone:  Area  Code  912/439  5837 

Record  access  procedures:  Written  requests  from  individuals 
should  be  addressed  to  Clothing  Section  (MAU),  Direct  Stock  Con¬ 
trol  Branch,  Materiel  Division,  Marine  Corps  Supply  Center,  Al¬ 
bany,  Georgia  31704. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records,  contesting  contents  and  appealing  initial  determination  by 
the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Accounting  records  of  the  Clothing  Sec¬ 
tion,  Direct  Support  Stock  Control  Branch,  Marine  Corps  Supply 
Center,  Albany,  Georgia,  supplemented  with  information  from  the 
employing  activity  of  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MJA00013 

System  name:  Dishonored  Personal  Check  Records  and  Withdrawal 
of  Check  Cashing  Privileges  I.ists 

System  location:  Each  Appropiiated  and  Non-Appropriated  Fund 
Activity  having  authority  to  accept  person^  checks  from 
authorized  patrons.  Located  at  Headquarters,  U  S  Marine  Corps 
and  each  major  Marine  Corps  installation  listed  in  MCO  P5400.6G. 

Categories  of  individuals  covered  by  the  system:  All  military  per¬ 
sonnel,  active  and  retired;  their  authorized  dependents  and  depen¬ 
dents  of  deceased  military  retirees;  Marine  (Torps  Exchange  em¬ 
ployees. 

Categories  of  records  in  the  system:  File  Bulletins  containing 
name,  rank,  social  security  number  and  expiration  date  of  restric¬ 
tion  of  privUeges  and  related  correspondence. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301; 
Title  18,  U  S  Code  13;  Title  10,  U  S  Code  801,  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  is  to  protect 
the  activity  from  unnecessary  losses  and  advise  Commanders  when 
a  bad  check  offense  has  been  committed  by  a  patron.  Used  by 
Marine  Corps  employees  tasked  with  verifying  the  information  and 
authorized  to  cash  checks  as  part  of  their  official  duties.  Used  also 
to  notify  Commanders  of  their  personnel  who  have  cashed  bad 
checks.  Used  by  Commanders  to  take  action  (administrative  or 
criminal)  deemed  necessary  in  the  exercise  of  their  official  respon¬ 
sibilities.  Information  there  from  may  be  provided  to  federal,  state 
or  local  law  enforcement  agencies. 

Polkies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Stored  in  Rolodex  or  other  appropriate  file  in  check 
cashing  area.  Published  Bulletin  is  stored  in  directives  system  of  or¬ 
ganizations. 

Retrievability:  Alphabetical  by  name  and  social  security  number. 

Safeguards:  Access  limited.  Secured  in  locked  building  during 
nonworking  hours. 

Retention  and  disposal:  Destroyed  when  privileges  are  restored  at 
the  expiration  of  specified  periods  made  known  to  the  individual  at 
the  time  privileges  are  revoked. 

System  manager(s)  and  address:  Commanding  Officer  of  activity 
concerned.  See  Directory  of  Department  of  the  Navy  Mailing  Ad¬ 
dresses. 

Notifkation  procedure:  Inquire  in  person  at  the  individual  check 
cashing  activity  or  to  the  SYSMANAGER. 

Record  access  procedures:  Rules  for  access  can  be  provided  by 
the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Bad  checks  returned  from  the  bank; 
notification  from  other  Commands,  Federal  Bureau  of  Investiga¬ 
tion,  Naval  Investigative  Service  or  other  state,  local  or  Federal  in¬ 
vestigative  agencies  or  Treasury  Department. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMCOOOOl 

System  name:  Psychiatry  Case  Files 

System  location:  Division  Psychiatry,  Bldg  430,  2d  Marine  Divi¬ 
sion,  FMF,  Camp  Lejeune,  North  Carolina  28542 
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Categories  of  individuals  covered  by  the  system:  Files  contain  in¬ 
formation  concerning  military  personnel  who  are  seeking  assistance 
with  psychological  and  physiological  problems. 

Categories  of  records  in  the  system:  File  contains  personal  identifi¬ 
cation  data,  subject’s  current  status,  parent  command  and  other  in¬ 
formation  necessary  to  monitor,  control,  and  identify  the  subject 
individual.  File  may  contain  notification  from  parent  command  or 
higher  authority  of  member’s  present  status,  notification  of  custody 
from  civilian  authorities,  personal  history  data  received  from  milita¬ 
ry  and  civilian  agencies,  medical  and  financial  data  on  kin  of  in¬ 
dividual  received  from  military  and  civilian  agencies,  information 
from  private  citizens,  and  records  of  civilian  charges  against  or 
civil  or  criminal  court  proceedings  concerning  the  individual  or  his 
kin.  File  contains  electronically  transmitted  messages  which  also 
reflect  dates  relative  to  current  status,  present  location,  extent  of 
involvement  with  civil  authorities  if  applicable,  source  of  informa¬ 
tion,  requests  for  guards,  instructions  on  administrative  processing, 
estimated  date  and  time  of  arrival  at  parent  unit,  whether  con¬ 
sidered  dangerous  or  not,  additional  notes  obtained  telephonically, 
copies  of  stragglers  orders,  copies  of  correspondence/messages 
relating  to  the  case;  other  service  records. 

Authority  for  maintenance  of  the  system:  Manual  of  Medical  De¬ 
partment,  USN,  16/18 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Division  Psychiatrist  in 
connection  with  physiological  and  psychological  problems. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  Folder  Case  Files 

Retrievability:  Files  by  name,  month,  year  (75) 

Safeguards:  Files  are  maintained  in  area  accessible  only  to 
authorized  personnel  that  are  properly  screened  and  cleared. 

Retention  and  disposal:  Two  (2)  years  and  then  destroyed. 

System  manager(s)  and  address:  Division  Psychiatrist,  2d  Marine 
Division,  FMF,  Camp  Lejeune,  North  Carolina  28542. 

Notification  procedure:  Information  may  be  obtained  from: 

Human  Affairs,  AC/S 
2d  Marine  Division,  FMF 
Camp  Lejeune,  North  Carolina  28542 
Telephone  area  code  919/451-1954 

Record  access  procedures:  Requests  for  information  should  con¬ 
tain  full  name  the  individual,  SSN,  current  address,  and  phone 
number. 

For  personal  visits,  suitable  proof  of  identification  is  required. 

No  information  will  be  released  outside  the  Department  of 
Defense  without  the  consent  of  the  individual  involved. 

Contesting  record  procedures:  The  rules  and  procedures  for  ac¬ 
cess  to  records  may  be  obtained  from  the  SYSMANAGER 

Record  source  categories:  Individual  counseling  sessions 

Systems  exempted  from  certain  provisions  of  the  act:  Much  of  the 
material  contained  within  these  case  files  is  of  such  a  delicate  na¬ 
ture  that  disclosure  could  result  in  adverse  reactions  in  many  in¬ 
stances. 

MMC00002 

System  name:  Working  Files,  Inspection  Division,  Headquarters,  U 
S  Marine  Corps 

System  location:  Headquarters,  U  S  Marine  Coips,  Washington, 
D  C  20380 

Categories  of  individuals  covered  by  tbe  system:  Members  of  the 
U  S  Marine  Corps  and  Marine  Corps  Reserve;  former  members  of 
the  Marine  Corps  and  Marine  Corps  Reserve;  retired  and  tem¬ 
porarily  retired  members  of  the  Marine  Corps  and  Marine  Corps 
Reserve;  and  members  of  the  Fleet  Marine  Corps  Reserve. 

Military  personnel 

Dependents  of  Marines  and  other  family  members  with  respect  to 
matters  pertaining  to  the  individual  Marine  or  former  Marine. 

Categories  of  records  in  the  system:  File  contains  information  per¬ 
taining  to  identification,  recruitment,  enlistment,  prior  service,  as¬ 
signment,  location  addresses,  promotions,  reductions  in  rank,  per¬ 
formance  of  duty,  discipline,  offenses  and  punishments  under  the 
Uniform  Code  of  Military  Justice,  courts-martial,  personal  history, 
investigations,  police  and  court  records,  civil  arrests  and  convic¬ 
tions,  official  correspondence  (includes  internal  Marine  Corps  end 
Department  of  the  Navy  correspondence,  as  well  as  correspon¬ 


dence  with  the  Executive  and  Legislative  branches  of  the  federal 
government)  and  other  correspondence  (includes  correspondence 
from  Marines,  their  dependents  and  families,  attorneys,  doctors, 
educators,  clergymen  and  members  of  the  general  public  whether 
addressed  directly  to  the  Marine  Corps  or  via  third  parties 
(president,  congressmen,  etc.)) 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Inspection  Division, 
Headquarters,  U  S  Marine  Corps.  To  facilitate  and  expedite 
responses  to  inquiries  and  correspondence  from  members  of  Con¬ 
gress,  military  personnel,  and  members  of  the  general  pubUc.  Such 
inquiries  and  correspondence  routinely  relate  to  allegations  pertain¬ 
ing  to  request  mast,  maltreatment  Recruit  Depots,  and  harass¬ 
ment. 

Marine  Corps  commands.  By  officials  and  employees  of  the 
Marine  Corps  in  the  execution  of  their  official  duties  as  relates  to 
the  preparation  of  information  upon  which  to  base  replies  to  mem¬ 
bers  of  Congress,  Secretary  of  the  Navy,  relatives  and  members  of 
the  general  public. 

Department  of  Defense  and  its  Components.  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  du¬ 
ties  in  connection  with  military  personnel  management. 

Congress  of  the  U  S  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files  of 
the  system. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  files  as  represented  by  card  files  and  file  folders. 
Files  are  stored  in  five  drawer  filing  cabinets. 

Retrievability:  Files  are  accessed  and  retrieved  by  the  name  and 
card  file  number. 

Safeguards:  Building  where  files  are  stored  and  maintained  em¬ 
ploys  24  hour  security  guards.  Records  are  further  stored  in  areas 
of  controlled  access  and  handled  by  personnel  with  a  need-to-know 
in  the  execution  of  their  official  duties. 

Retention  and  dispoal:  Congressional,  military  and  civilian 
inquiry  files  are  retained  three  years,  then  destroyed. 

System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S.  Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure:  Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  IGA) 
Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-1324 

Record  access  procedures:  Requests  from  individuals  desiring  in¬ 
formation  may  Im  addressed  to:  The  Commandant  of  the  Marine 
Corps  (Code  IGA),  Headquarters,  U  S  Marine  Corps,  Washington, 
D  C  20380.  However,  final  determination  as  to  whether  any  infor¬ 
mation  will  be  released  or  made  available  will  be  controlled  by  the 
SYSMANAGER. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  his  social  security  number  or  former  military  ser¬ 
vice  number.  The  following  information  will  also  be  helpful  in 
locating  some  records:  Military  rank  and  occupational  specialty, 
dates  and  places  of  service,  and  any  special  correspondence  previ¬ 
ously  received  or  sent. 

For  personal  visits,  an  individual  may  visit  the  Inspection  Divi¬ 
sion,  Headquarters,  U  S  Marine  Corps,  Federal  Building  2, 
Washington,  D  C  20380.  However,  final  determination  as  to 
whether  any  information  will  be  released  or  made  available  will  be 
controlled  by  the  SYSMANAGER. 

For  personal  visits,  the  individual  should  be  able  to  provide  per¬ 
sonal  identification  to  include  valid  military  or  dependent  identifica¬ 
tion  card  or  two  valid  civilian  items  of  identification,  such  as 
driver’s  license,  social  security  card,  medicare  card,  etc. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  con¬ 
testing  contents  and  appealing  initial  determinations  may  be  ob¬ 
tained  from  the  Commandant  of  the  Marine  Corps  (Code  IG), 
Headquarters,  U  S  Marine  Corps  Washington,  D  C  20380. 

Record  source  categories:  Information  in  the  system  is  obtained 
from  the  Marine  Corps  Manpower  Management  System;  the  Joint 
Uniform  Military  Pay  System;  Marine  Corps  Military  Personnel 
Records  to  include  the  Service  Record  Book  and  Officer  Qualifica¬ 
tion  Record;  Military  Medical  Records;  Staff  elements  and  subdivi- 
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sions  of  Headquarters.  U  S  Marine  Corps;  Marine  Corps  field  com¬ 
mands,  organizations  and  activities;  other  components  of  the  De¬ 
partment  of  Defense;  Agencies  of  Federal,  State  and  local  govern¬ 
ment;  private  citizens  provided  as  character  references  by  the  in¬ 
dividual;  investigations  related  to  disciplinary  proceedings;  and  cor¬ 
respondence  of  private  citizens  addressed  directly  to  the  Marine 
Corps  or  via  third  parties  such  as  members  of  Congress  and  other 
governmental  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMC00003 

System  name:  Activity  Check  In/Check  Out  File 

System  location:  May  be  located  at  any  U  S  Marine  Corps  or  U  S 
Marine  Corps  Reserve  activity. 

Categories  of  individuals  covered  by  the  system:  All  members  of 
the  activity. 

Categories  of  records  in  the  system:  Date  reported  and  verification 
of  check-in  -  check-out  procedure. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Command,  administra¬ 
tive  and  supply  personnel  to  ensure  individuals  are  appropriately 
entered  with  all  unit  records  and  as  a  safeguard  against  unit  mem¬ 
bers  being  discharged  or  transferred  without  turning  in  property  be¬ 
longing  to  this  unit  or  without  being  dropped  from  appropriate  unit 
records. 

Officials  and  employees  of  the  Naval  Service  and  General  Ac¬ 
counting  Office  in  the  execution  of  their  official  duties  in  relation 
to  inspections,  investigations,  legal  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  On  paper  in  files  or  on  clipboard. 

Retrievability:  Alphabetically  by  last  name. 

Safeguards:  Access  limited  to  activity  personnel  in  the  per¬ 
formance  of  their  official  duties. 

After  working  hours  the  office  and  building  are  locked.  A  guard 
is  located  in  the  general  vicinity. 

Retention  and  disposal:  Retained  for  6  months  after  action  has 
been  completed. 

System  managers)  and  address:  Activity  commander. 

Notification  procedure:  Write  or  visit  SYSMANAGER  Provide 
full  name,  social  security  number,  and  military  status.  Proof  of 
identity  may  be  established  by  military  identification  card  or  DD- 
214  and  driver’s  license. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Service  records. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMC00004 

System  name:  Adjutant  Services  Section  Discharge  Working  Files 

System  location:  Adjutant  Services  Section,  Marine  Corps  Base, 
Camp  Pendleton,  California  92053 

Categories  of  individuals  covered  by  the  system:  Members  and 
former  members  of  the  Marine  Corps  and  Marine  Corps  Reserve. 
Some  information  about  dependents  and  other  members  of  families 
or  former  families  of  Marine  Corps  personnel  may  be  included  in 
files  pertaining  to  the  Marine.  Inquiries  from  the  general  public, 
whether  addressed  directly  to  Base  or  received  via  a  third  party, 
may  be  retained  together  with  information  obtained  in  the  course  of 
completing  required  action  or  in  preparing  a  response. 

Categories  of  records  In  the  system:  Files  contain  information  per¬ 
taining  to  identification;  prior  service;  location  and  addresses;  prior 
and  present  marital  status,  dissolution  of  prior  marriages,  birth  and 
death  status,  adoption  of  children,  financial  responsibility,  child 
support,  medical  information,  personal  financial  records,  residence, 
basic  allowance  for  quarters,  leave  and  liberty,  financial  assistance, 
extensions  of  emergency  leave,  medical  bills  and  determinations  of 
dependency  status  as  pertain  to  hardship  discharges;  investigative 
reports,  prior  and  present  disciplinary  status,  financial  responsibili¬ 
ty,  conduct  and  personal  history,  medical  information,  police  re¬ 


ports,  correction  of  naval  records,  veterans  rights,  benefits  and 
privileges,  preseparation  counseling  and  civil  readjustment  as  they 
pertain  to  unsuitability,  unfitness  and  misconduct  discharges;  finan¬ 
cial  status,  college  acceptance  and  residence  as  they  pertain  to 
early  separation  to  attend  college  or  trade  school;  religious  beliefs 
and  practices  pertaining  to  applications  for  conscientious  objector 
status;  official  correspondence  (includes  correspondence  with 
Marine  Corps  commands  and  organizations,  other  Armed  Services, 
the  White  House,  members  of  Congress,  Department  of  Defense, 
and  other  agencies  of  federal,  state  and  local  governments);  other 
correspondence  (including  correspondence  from  Marines,  their 
families,  attorneys,  doctors,  clergymen,  administrators/executors/g 
uardians  of  estates,  American  Red  Cross  and  other  welfare  agen¬ 
cies  and  the  general  public,  whether  addressed  directly  to  the 
Marine  Corps  or  via  third  parties):  internal  routing  and  processing 
of  discharge  matters;  and  records  of  interviews  and  telephone  con¬ 
versations. 

Authority  for  maintenance  of  the  system:  Title  5,  U.  S.  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  facilitate  administra¬ 
tion  of  programs  concerning  the  discharge  or  separation  of 
Marines;  correction  of  naval  records;  veterans  rights,  benefits  and 
privileges;  support  of  dependents;  personal  affairs,  welfare  and 
family  assistance;  preseparation  counseling  and  civil  readjustment. 

To  facilitate  preparation  and  maintain  a  record  of  discharge 
processing  and  other  communications  from  staff  sections  within 
Base  Headquarters;  Marine  Corps  commands  and  organizations; 
other  Armed  Services;  the  White  House,  Members  of  Congress; 
Department  of  Defense;  other  agencies  of  federal,  state  and  local 
governments;  Marines,  their  families,  attorneys,  doctors,  cler¬ 
gymen,  administrators^xecutors/guardians  of  estates;  American 
Red  Cross,  and  other  welfare  agencies  and  the  general  public. 

To  provide  a  record  of  decisions  and  actions  taken. 

By  officials  and  employees  of  the  Marine  Corps  and  Marine 
Corps  Reserve  in  the  performance  of  their  official  duties  in  the  ad¬ 
ministration  of  programs  relating  to  the  discharge  matters  cited 
above. 

By  officials  and  employees  of  the  Department  of  the  Navy,  De¬ 
partment  of  Defense,  and  other  government  agencies  in  the  per¬ 
formance  of  their  official  duties  related  to  discharge  and  separation 
processing. 

By  government  agencies  or  private  organizations  under  Govern¬ 
ment  contract  to  perform  analytical  and  historical  research  pertain¬ 
ing  to  discharges  and  separations. 

By  intelligence  and  other  Government  agencies  assisting  in  the 
investigation  of  deserters  and  absentees. 

By  Marines,  former  Marines,  their  next  of  kin,  or  persons  or  or¬ 
ganizations  designated  by  them  in  writing  for  whatever  purpose  ac¬ 
cess  to  the  record  is  desired. 

Information  obtained,  developed,  or  processed  by  the  Base 
Discharge  Section  in  performing  functions  related  to  this  record 
system  may  be  entered  into  the  Marine  Corps  Manpower  Manage¬ 
ment  System  and  the  Marine  Corps  Military  Personnel  Records 
System. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  card  files  stored  in  fil¬ 
ing  cabinets,  shelves,  tables  and  desks. 

Retrievability:  Files  are  accessed  and  retrieved  by  individual. 
Identification  of  individual  is  by  name  and  social  security  number. 

Safeguards:  Building  is  located  in  base  area  with  area  guard.  Out¬ 
side  and  inside  doors  are  locked  after  working  hours  and  patrolled 
by  Duty  NCO.  Access  to  information  contained  in  the  files  is 
limited  to  officials  and  employees  of  Base  Headquarters  acting  in 
their  official  capacity  upon  demonstration  of  a  need-to-know. 

Retention  and  disposal:  Files  are  retained  two  years  and 
destroyed. 

System  manager(s)  and  address:  Commanding  General,  Marine 
Corps  Base,  Camp  Pendleton,  California  92055 

Notification  procedure:  Correspondence  pertaining  to  files  main¬ 
tained  should  be  addressed  to: 

Commanding  General 

Marine  Corps  Base,  Building  1160,  Room  160 
Camp  Pendleton,  California  92055 
Telephone:  Area  Code  714/725-5071(5218) 

Correspondence  should  contain  the  full  name,  social  security 
number  and  signature  of  the  requester.  The  individual  may  visit  the 
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above  location  for  review  of  files.  Proof  of  identification  may  con¬ 
sist  of  the  active,  reserve,  retired  or  dependent  identification  card, 
the  Armed  Forces  Report  of  Transfer  or  Discharge  (DD-214), 
discharge  certificate,  driver’s  license,  social  security  card  or  by 
providing  such  other  data  sufficient  to  ensure  the  individual  is  the 
subject  of  the  inquiry. 

Record  access  procedures:  Information  may  be  obtained  from: 
Commanding  General 

Marine  Corps  Base,  Building  1160,  Room  160 
Camp  Pendleton,  California  92055 
Telephone:  Area  Code  714/725-5071(5218) 

Contesting  record  procedures:  The  section’s  rules  for  access  to 
files  and  for  contesting  and  appealing  initial  determination  by  the 
individual  concerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Marine  Corps  Manpower  Management 
System 

Joint  Uniform  Military  Pay  System 

Marine  Corps  Military  Personnel  Records  System 

Marine  Corps  Deserter  Inquiry  File 

Staff  agencies  and  subdivisions  of  Headquarters,  U  S  Marine 
Corps 

Marine  Corps  commands  and  organizations 

Other  agencies  of  federal,  state  and  local  governments 

Educational  institutions 

Medical  reports  and  psychiatric  evaluations 

Financial  institutions  and  other  commercial  enterprises 

Civil  courts  and  law  enforcement  agencies 

Correspondence  and  telephone  calls  from  private  citizens  in¬ 
itiated  directly  to  the  Marine  Corps  or  via  the  U.  S.  Congress  and 
other  agencies 

Investigative  Reports 

American  Red  Cross  and  similar  welfare  agencies 
Systems  exempted  from  certain  provisions  of  the  act:  None. 

MMC00005 

System  name:  Insurance  Files 
System  location:  Marine  Corps  Activities 

Categories  of  individuals  covered  by  the  system:  Insurance 
salesman  requesting  authority  to  do  business  at  Marine  Corps  Ac¬ 
tivities 

Categories  of  records  in  the  system:  A  record  of  the  certification 
of  authority  to  solicit  insurance,  mutual  funds,  investment  plans, 
and  securities 

Authority  for  maintenance  of  the  system:  Title  5,  U.  S.  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Insurance  Of¬ 
ficer  to  maintain  control  of  insurance  sales  in  accordance  with 
SECNAVINST  1740. — ;  Provide  reference  to  agents  who  have 
requested  authority  to  do  business  at  Marine  Corps  activities  and 
the  disposition  of  such  requests  including  any  information  in  sup¬ 
port  of  denial  of  such  authorizations. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievabllity:  Files  in  alphabetical  order  by  company  name.  Con¬ 
ventional  indices  are  required  for  retrieval. 

Safeguards:  Maintained  in  locked  building. 

Retention  and  disposal:  Maintained  as  long  as  active.  If  inactive, 
disposed  of  after  two  years  by  discard  into  military  trash  system. 
Not  transferred. 

System  manager(s)  and  address:  Local  Commanding  Officers 
Notification  procedure:  Address  requests  to  SYSMANAGER  or 
visit  the  office;  Military  ID  or  other  suitable  identification  is 
required. 

Record  access  procedures:  An  individual  can  call  for  an  appoint¬ 
ment  with  the  activity  insurance  representative  for  personal 
assistance  or  forward  a  written  request  for  the  required  informa¬ 
tion. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Information  is  supplied  by  the  insurance 
companies  and  salesman  involved. 

Systems  exempted  from  certain  provisions  of  the  act:  None 


MMC00006 

System  name:  Cash  Receipts  Voucher 

System  location:  Public  Works,  Bldg  368,  Room  1 10 
Categories  of  individuals  covered  by  the  system:  Of- 
ficer/Enlisted/Civilian 

Categories  of  records  in  the  system:  Name/Rank/Address 
Authority  for  maintenance  of  the  system:  Title  5,  U.  S.  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Record  of  cash  collec¬ 
tions  for  daily  rentals,  charges  for  damages,  etc. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  Folder 
Retrievahility:  Date 

Safeguards:  Building  locked  at  night  -  Maintained  by  need-to- 
know  personnel  only 

Retention  and  disposal:  Four  Years 

System  manager(s)  and  address:  Public  Works  Officer,  MCAS  El 
Toro  (Santa  Ana),  California  92709 

Notification  procedure:  Information  may  be  obtained  from: 
Commanding  CJeneral  (Code  IJA) 

Marine  Corps  Air  Station 
El  Toro  (Santa  Ana),  California  92709 
Telephone:  Area  Code  714/559-2267 
Record  access  procedures:  Written  requests  from  the  individual 
should  be  addressed  to  Commanding  General  (Code  IJA),  Marine 
Corps  Air  Station,  El  Toro  (Santa  Ana),  California  92709 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  his  social  security  number  or  former  military  ser¬ 
vice  number.  The  following  information  will  also  be  helpful  in 
locating  some  records:  Mihtary  rank  and  occupational  specialty, 
dates  and  places  of  service,  and  any  special  correspondence  previ¬ 
ously  received  or  sent. 

For  personal  visits,  the  individual  should  be  able  to  provide  per¬ 
sonal  identification  to  include  valid  military  or  dependent  identifica¬ 
tion  card  or  two  valid  civilian  items  of  identification  such  as 
driver’s  license,  social  security  card,  medicare  card,  etc. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  con¬ 
testing  contents  and  appealing  initial  determinations  may  be  ob¬ 
tained  from  the  SYSMANAGER. 

Record  source  categories:  Individual 
Systems  exempted  from  certain  provisions  of  the  act:  None 
MMC00007 

System  name:  Inspection  of  government,  property  assigned  to  in¬ 
dividual 

System  location:  Fire  Department,  Bldg  376 

Categories  of  individuals  covered  by  the  system:  Inspection  of 
Government  Property 

Categories  of  records  in  the  system:  Name,  badge  number,  and 
government  property  assigned  to  individual 

Authority  for  maintenance  of  the  system:  Title  5,  U.  S.  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  show  loss  or  deteri¬ 
oration  of  clothing  and  equipment 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File 
Retrievahility:  Name 

Safeguards:  Building  locked  at  night  -  locked  cabinet 
Retention  and  disposal:  Until  separation 

System  manager(s)  and  address:  G-2,  MCAS  El  Toro  (Santa  Ana), 
California  92709 

Notification  procedure:  Information  may  be  obtained  from: 
Commanding  General  (Code  ICA) 

Marine  Corps  Air  Station 
El  Toro  (Santa  Ana),  California  92709 
Telephone:  Area  Code  714/559-3527 
Record  access  procedures:  Written  requests  from  the  individual 
should  be  addressed  to  Commanding  General  (Code  ICA),  Marine 
Corps  Air  Station,  El  Toro  (Santa  Ana),  California  92709 
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Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  his  social  security  number  or  former  miliu  j  ser¬ 
vice  number.  The  following  information  will  also  be  helpful  in 
locating  some  records:  Military  rank  and  occupational  specialty, 
dates  and  places  of  service,  and  any  special  correspondence  previ¬ 
ously  received  or  sent. 

For  personal  visits,  the  individual  should  be  able  to  provide  per¬ 
sonal  identification  to  include  valid  military  or  dependent  identifica¬ 
tion  card  or  two  valid  civilian  items  of  identification  such  as 
driver’s  license,  social  security  card,  medicare  card,  etc. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  con¬ 
testing  contents  and  appealing  initial  determination  may  be  obtained 
from  the  SYSMANAGER. 

Record  source  categories:  Inspection  of  property  and  clothing 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMC00008 

System  name:  Message  Release/Pickup  Authorization  File 

System  location:  Marine  Corps  activities 

Categories  of  individuals  covered  by  the  system:  All  personnel 
authorized  to  release  message  traffic. 

Categories  of  records  in  the  system:  OPNAV  Form  2160-S 
(Message  Release/Pickup  Authorization) 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  allow  Comm  Center 
personnel  to  determine  who  is  authorized  to  release  messages  for 
the  commands;  used  to  compare  specimen  signature  on  card  with 
the  signature  on  the  message  to  be  released;  used  by  Comm  Center 
employees  in  the  execution  of  their  assigned  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Cards  are  filed  in  a  card  file  within  the  Communication 
Center 

Retrievability:  Alphabetically  by  name. 

Safeguards:  Located  in  a  secure  space  within  the  Comm  Center, 
which  is  manned  on  a  24-hour  basis. 

Retention  and  disposal:  Retained  until  individual  is  replaced  or 
authorization  is  revoked  by  proper  authority;  then  destroyed  by 
burning  or  shredding. 

System  manager(s)  and  address:  Local  commanding  officers. 

Notification  procedure:  Request  information  from  the 
SYSMANAGER. 

Record  access  procedures:  Rules  for  access  may  be  obtained  from 
the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Organizations,  departments,  sections 
authorized  to  release  messages  for  the  command. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMC000(i9 

System  name:  Narrative  Biographical  Data  with  Photos  (NAVMC 
Form  10573) 

System  location:  Primary  System  -  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  203W.  All  Marine  Corps  commands  and 
districts  maintain  derivative  files. 

Categories  of  individuals  covered  by  the  system:  Marine  Corps  ac¬ 
tive  duty,  reserve,  and  retired  general  officers  and  active  duty 
colonels  who  submit  biographical  data  with  photographs  in  ac¬ 
cordance  with  existing  directives. 

Categories  of  records  In  the  system:  Files  contain  standard  bio¬ 
graphical  information  as  listed  on  NAVMC  Form  10573  to  include: 
personal  identification,  personal  data,  education  background,  milita¬ 
ry  history,  medals  and  decorations,  combat,  and  chronology  of 
Marine  Corps  service.  A  current  photograph  accompanies  the  file. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S 
Marine  Corps  and  Marine  Corps  commands,  activities  and  or¬ 
ganizations  -  To  make  routine  news  releases  such  as  assignments 
and  promotions;  to  provide  background  data  in  response  to  news 


media  queries;  to  provide  background  information  on  the  individual 
officer  prior  to  speaking  engagements  or  appearances  at  public 
events  in  which  the  officer  is  scheoi'led  to  appear;  to  provide  inter¬ 
nal  release  of  information  as  required. 

Department  of  Defense  and  its  components  -  By  officials  and 
emidoyees  of  the  Department  in  the  performance  of  their  official 
duties. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

News  Media  -  To  provide  biographical  information  in  response  to 
query. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  officer. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared,  and  trained. 

Retention  and  disposal:  Biographical  information  is  maintained  on 
all  general  officers  while  on  active  duty.  When  a  general  officer 
retires,  the  biographical  data  is  retained  for  five  years  after  the  date 
of  the  individual  officer’s  retirement  and  retained  by  the  Historical 
Division  (Code  HD),  Headquarters,  U  S  Marine  Corps,  Washing¬ 
ton,  D  C  20380. 

Biographical  files  are  maintained  on  colonels  while  on  active 
duty.  Upon  retirement  of  the  officer,  colonel  biographical  files  are 
retained  by  Historical  Division  (Code  HD),  Headquarters,  U  S 
Marine  Corps,  Washingotn,  D  C  20380. 

System  manager(s)  and  address:  The  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
or  commander  of  unit  holding  file. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Commandant  of  the  Marine  Corps  (Code  PAC), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Written  requests  to  determine  whether  or  not  the  system  contains 
a  record  about  an  individual  should  contain  the  full  name  of  the 
general  officer  or  colonel  concerned. 

Visits  are  limited  to  Division  of  Information  (Code  PAC), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  such  as  a  military  identification  card,  and 
give  some  verbal  information  that  could  be  verified  with  his  ’case’ 
folder. 

Record  access  procedures:  Information  may  be  obtained  from  the 
Comntandant  of  the  Marine  Corps  and  the  commander  of  tne  unit 
holding  the  file.  , 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Biographical  data  provided  by  the  in¬ 
dividual  general/colonel  and  from  personnel  files. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00014 

System  name:  Work  measurement  labor  distribution  cards 

System  location:  Marine  Corps  Activities 

Categories  of  individuals  covered  by  the  system:  Marine  Corps  em¬ 
ployees,  civilian,  military  and  occasional  summer  hires  funded  by 
state  and  local  programs. 

Categories  of  records  in  the  system:  Labor  distribution  cards 
which  have  been  prepared  by  either  the  concerned  individual  or  his 
supervisor  to  record  the  number  of  hours  worked  by  function. 

Authority  for  maintenance  of  the  system:  Title  10,  U  S  Code  124; 
133  . 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  an  input  data 
base  for  daily  labor  of  all  individuals  assigned  to  work  organiza¬ 
tions  designated  as  part  of  the  work  measurement  system  or  to  pro¬ 
vide  a  data  base  for  systems  implementation  testing. 
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Work  section  supervisors  -  Compiled  reports  by  individual  are 
prepared  for  the  work  section  supervisor  who  verifies  that  each  of 
the  assigned  employees  either  reported  the  required  number  of 
hours  or  enters  appropriate  corrections. 

Work  Measurement  System  -  integrates  the  data,  without  record¬ 
ing  the  identity  of  individuals  to  prepare  productivity  reports, 
statistical  cost  and  budget  workload  information  which  is  used 
primarily  for  local  reports  and  to  provide  data  for  Headquarters,  U 
S  Marine  Corps  programs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Labor  distribution  cards  are  key-punched  to  capture  the 
source  data.  The  input  cards  are  then  filed  in  non-sequential  order 
pending  completion  of  the  report  cycle. 

Punched  cards  will  be  input  to  a  computer  program  to  prepare 
the  work  center  list  by  individual. 

Retrievability:  The  information  identified  by  individual  is  availa¬ 
ble  only  from  the  list  maintained  by  the  work  center  supervisor 
within  ^  days  of  the  work  week  in  question. 

Safeguards:  The  alphabetical  listings  are  maintained  by  each  work 
center  supervisor. 

Retention  and  disposal:  Lists  are  destroyed  90  days  after  the  sub¬ 
ject  work  week. 

System  managers)  and  address:  Commanding  Officer  of  Activity. 

Notification  procedure:  Information  may  be  obtained  from 
SYSMANAGER 

Record  access  procedures:  Written  request  from  individuals 
should  be  addressed  to  SYSMANAGER 

Request  should  contain  name  of  employee,  work  center  number 
and  work  week  for  which  data  is  requested. 

Personal  visits  and  telephone  calls  should  be  made  directly  to  the 
employee’s  work  center  supervisor. 

Contesting  record  procedures:  The  information  on  the  list  is  only 
that  which  was  submitted  by  the  employee  and  should  be  corrected 
during  the  work  month.  After  that  time  the  manhours  are  entered 
on  local  and  Headquarters  reports  and  no  corrective  action  is  possi¬ 
ble 

Record  source  categories:  No  particular  format  required  for 
requests. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00015 

System  name:  Organizational  Locators,  Command 

Telephone/Organizational  Board/Mail  Directories  and  Rosters 

System  location:  System  is  decentralized  and  maintained  by  all  or¬ 
ganizational  elements  of  the  Marine  Corps  Bases,  Posts,  Stations 
and  Barracks  as  listed  in  the  Directory  of  Department  of  the  Navy 
Activities. 

Categories  of  individuals  covered  by  the  system:  All  military  and 
civilian  personnel  employed  by  or  assigned  to  the  Marine  Corps  ac¬ 
tivity  concerned. 

Categories  of  records  in  the  system:  Data  cards,  personnel  plates, 
rosters,  logs,  boards  or  strips,  which  may  include  wife/husband 
name,  ^ome  address  and  home  telephone  number,  kept  for  all  mili¬ 
tary  and/or  civilian  personnel  assigned  to  or  employed  by  the 
Marine  Corps  Activity. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  iq  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Eor  locating  individuals 
on  routine  and  emergency  matters,  often  used  for  mail  distribution 
or  reforwarding,  or  recall/reference  rosters.  May  also  be  used  as  a 
roster/social  reference  for  various  official  and  semi-official  activity 
functions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  log  books,  card/plate  files,  punched  cards, 
printed/typed  rosters,  microfilm/fiche  or  magnetic  tape. 

Retrievability:  Alphabetical  by  name,  SSN,  organizational  title  or 
description. 

Safeguards:  Access  provided  on  an  as  required  basis.  Locked 
and/or  guarded  office  or  in  custody  of  watch  force. 

Retention  and  disposal:  Maintained  until  update  is  required  due  to 
change  in  personnel. 


System  managcrfs)  and  address:  Commanding  officer  of  the  ac¬ 
tivity  in  question.  See  Directory  of  Department  of  the  Navy  Activi¬ 
ties  for  mailing  address. 

Notification  procedure:  Apply  to  SYSMANAGER 

Record  access  procedures:  Rules  for  access  to  records  may  be  ob¬ 
tained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  rules  for  access  to  records  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individual  concerned,  other  Marine 
Corps  or  activity  records. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMNOOOlh 

System  name:  Accident  and  Injury  Reporting  System 

System  location:  Organizational  elements  of  the  U  S  Marine 
Corps  as  listed  in  the  Directory  of  the  Department  of  the  Navy  Ac¬ 
tivities. 

Categories  of  individuals  covered  by  the  system:  Military  or 
civilian  employees  who  are  involved  in  accidents  which  result  in 
lost  time,  government  or  private  property  damage  or  destruction 
and  personnel  injury  or  death. 

Categories  of  records  in  the  system:  Name,  rank,  social  security 
number,  type  of  accident,  degree  of  injury,  days  lost,  date  of  inju¬ 
ry,  date  returned  to  work,  date  and  time  of  death  (if  a  fatality),  and 
all  other  factors  concerning  such  accidents  and  injuries. 

Reports  include  consolidated  accident  injury  report,  accident  in¬ 
jury  report,  and  report  of  motor  vehicle  accident. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Providing  reporting  in¬ 
formation  to  higher  headquarters  in  the  computation  of  accident  in¬ 
jury  rates,  consolidated  accident  report  by  separate  category,  motor 
vehicle  accident-injury  rates. 

For  utilization  in  the  establishment  of  safety  program,  identifica¬ 
tion  of  unsafe  working  conditions  and  such  other  areas  which  prove 
a  danger  to  personnel  and/or  property. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folder,  card  files,  punched  cards,  magnetic  tape, 
and  display  boards 

Retrievability:  Name,  SSN 

Safeguards:  Access  provided  on  a  need-to-know  basis  only. 
Locked  and/or  guarded  office. 

Retention  and  disposal:  Five  years  •  disposal  per  SECNAV 
Records  Disposal  Manual. 

System  managerfs)  and  address:  Commanding  Officer  of  the  ac¬ 
tivity  in  question.  See  Directory  of  Department  of  the  Navy  Mail¬ 
ing  Addresses. 

Notification  procedure:  Apply  to  SYSMANAGER. 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

-  Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individual  concerned,  military  police 
traffic  accident  investigation  reports,  accident  injury  reports,  other 
records  of  the  activity,  witness,  and  other  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00017 

System  name:  Armory  Access  and  Individual  Weapons  Assignments 

System  location:  Organizational  elements  of  the  U  S  Marine 
Corps  as  listed  in  the  Directory  of  Department  of  the  Navy  Activi¬ 
ties. 

Categories  of  individuals  covered  by  the  system:  All  personnel  as¬ 
signed  government  weapons. 

All  personnel  authorized  access  to  individual  armories. 

Categories  of  records  in  the  system:  Records  depict  name  of  in¬ 
dividual,  type  of  weapon  assigned,  serial  number  of  that  weapon, 
accessories  in  the  individual’s  possession,  condition  of  the  weapon 
and  accessories,  and  individual’s  signature  acknowledging  receipt. 

Name,  rank,  social  security  number  of  personnel  authorized  ac¬ 
cess  to  individual  armories. 
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Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses:  Weapons  accountability, 
management  and  control  oP  ail  U  S  Government 
weapons/accessories  issued  to  personnel. 

Control  of  personnel  authorized  access  to  armory  spaces  in  the 
official  execution  of  their  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  cards,  punched  cards,  magnetic  tapes. 

Retrievahility:  Records  retained  by  name  or  weapons  serial  num¬ 
bers. 

Safeguards:  Access  rosters  and  personnel  weapons  assignments 
are  provided  on  a  need-to-know  basis  only.  Locked  and/or  guarded 
office. 

Retention  and  disposal:  As  established  by  SYSMANAGER  per 
SECNAV  Records  Disposal  Manual. 

System  manager(s)  and  address:  Commanding  Officer  of  the  ac¬ 
tivity  in  question.  See  Directory  of  Department  of  the  Navy  Mail¬ 
ing  Addresses. 

Notification  procedure:  Apply  to  SYSMANAGER. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individual  concerned,  other  records  of 
the  activity. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00018 

System  name:  Base  Security  Incident  Reporting  System 

System  location:  Organizational  elements  of  the  U  S  Marine 
Corps  as  listed  in  the  Directory  of  the  Department  of  the  Navy  Ac¬ 
tivities. 

Categories  of  individuals  covered  hy  the  system:  Individual  in¬ 
volved  in  witnessing  or  reporting  incidents  requiring  the  attention 
of  base  security  or  law  enforcement  personnel. 

Categories  of  records  in  the  system:  Incident/complaint  reports; 
witness  statements;  stolen  property  reports;  military  police  in¬ 
vestigator’s  report;  military  police  motor  vehicle  accident  and  inju¬ 
ry  report;  military  police  alert  cards;  military  p>olice  property  custo- 
ry  forms,  tags,  and  disposition  of  evidence  letters;  military  police 
field  interrogation  cards;  military  police  desk  Sgt.  blotter;  use  of 
force  reports;  traffic  violation  records;  driving  record  reports;  traf¬ 
fic  court  files;  citations  to  appear  before  U  S  Magistrate;  criminal 
investigation  reports;  civil  court  case  records;  minor  offense  report; 
uniform  violation  report;  narcotics  reports;  polygraphy  examina¬ 
tions;  letters  of  waming/eviction  from  base  housing;  letters  of 
waming/barring  from  federal  reservation;  Armed  Forces  police  re¬ 
ports;  suspect  photographic  files;  child  abuse  files;  juvenile  case 
hies;  valuable  pioperty  receipt;  vehicle  impound  files  and  vehicle 
towing  reports;  suspension  of  driving  privileges  and  revocation  let¬ 
ters;  assignment  to  absentee/deserter  escort  duty;  and  any  other 
such  report  received  by  military  police  or  security  personnel  in  the 
official  execution  of  their  duties. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  law  enforcement 
purposes  by  duly  authorized  personnel  of  the  U  S  Marine  Corps, 
Department  of  Defense  and  its  related  components,  representatives 
of  the  U  S  Congress  or  any  committee  or  sub-committee  thereof  on 
matters  within  their  jurisdiction  requiring  disclosure  of  such  files, 
or  officials  of  federal  investigative  agencies  in  the  performance  of 
their  official  duties.  ' 

Provide  evidence  in  uniform  court  of  military  justice  and  Title 
18,  U  S  Code  1382  proceedings  and  such  related  criminal  investiga¬ 
tions  as  are  required. 

Provide  to  Ic^,  state,  and  federal  investigative  agencies  or  court 
officials  such  information  that  properly  falls  within  their  purview 
requiring  further  investigation  or  court  action. 

Used  by  command  legal  personnel  in  the  prosecution  of  military 
offenses  and  other  administrative  actions. 

Support  insurance  claims  and  civil  litigation. 

Provide  basis  for  revocation  of  base  driving  privileges. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  card  files,  punched  cards,  metal  filing 
cabinets,  magnetic  tapes. 

Retrievahility:  Name,  Social  security  number,  case  number,  or¬ 
ganization 

Safeguards:  Access  provided  on  a  need-to-know  basis  only. 
Locked  and/or  guarded  office. 

Retention  and  disposal:  As  established  by  SYSMANAGER  per 
SECNAV  Records  Disposal  Manual. 

System  managerfs)  and  address:  Commanding  Officer  of  the  ac¬ 
tivity  in  question.  See  Directory  of  Department  of  the  Navy  Mail¬ 
ing  Addresses. 

Notification  procedure:  Apply  to  SYSMANAGER. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individual  concerned,  other  records  of 
the  activity,  investigators,  witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  Title  5,  U  S  Code  552  a  (J)  or  (K)  as 
applicable,  for  additional  information,  contact  the  SYSMANGER. 

MMN00019 

System  name:  Drug/Alcohol  Abuse  Reporting  Program 

System  location:  Organizational  elements  of  the  U  S  Marine 
Corps  as  listed  in  the  Directory  of  the  Department  of  the  Navy  Ac¬ 
tivities. 

Categories  of  individuals  covered  by  the  system:  All  military  per¬ 
sonnel  who  have  been  tested  for,  identified,  evaluated,  appre¬ 
hended,  or  rehabilitated  for  drug  or  alcohol  abuse. 

All  military  personnel  who  have  been  granted  drug  abuse  exemp¬ 
tion. 

All  military  personnel  who  are  seeking  assistance  in  drug  or  al¬ 
cohol  abuse  programs. 

Categories  of  records  in  the  system:  Drug  abuse  identifica¬ 
tion/rehabilitation  statistical  reports,  alcohol  abuse  identifica¬ 
tion/rehabilitation  statistical  reports,  grant  of  drug  exemption  re¬ 
port,  request  for  disposition  on  drug  dependent  personnel,  grant  of 
exemption/  rehabilitation  case  file  to  include  medical  evaluations, 
counselor  evaluations,  monthly  progress  reports,  and  such  cor¬ 
respondence  sent  or  received  by  SYSMANAGER  pertaining  to  the 
individual  concerned.  Urinanalysis  specimen  control  register  and 
military  police  drugi'alcohol  related  offense  reports. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  COde  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  information 
to  Headquarters,  U  S  Marine  Corps,  organization  and  command  of¬ 
ficers,  who  in  the  official  execution  of  their  duties  require  such  in¬ 
formation  in  order  to  manage  the  drug/alcohol  abuse  control  pro¬ 
grams  to  include  identification,  counseling,  and  rehabilitation  of 
abusers,  the  granting  of  exemption,  control  of  urine  specimen  and 
the  reporting  of  statistical  information.  To  provide  counselor 
reference  information  for  the  establishment  of  case  history,  therapy 
plans,  recommendations  and  referrals. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tapes. 

Retrievahility:  Name,  social  security  number,  case  number. 

Safeguards:  Access  provided  on  a  need-to-know  basis  only. 
Locked  and/or  guarded  office. 

Retention  and  disposal:  As  established  by  SYSMANAGER  per 
SECNAV  Records  Disposal  Manual. 

System  manager(s)  and  address:  Commanding  Officer  of  the  ac¬ 
tivity  in  question.  See  Directory  of  Department  of  the  Navy  Mail¬ 
ing  Addresses. 

Notification  procedure:  Apply  to  SYSMANAGER. 

Record  access  procedures:  Rules  for  access  may  be  obtained  from 
the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER  . 
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Record  source  categories:  Individual  concerned,  other  records  of 
the  activityr  medical  personnel,  military  police  or  other  correspon¬ 
dences. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00020 

System  name:  Pet  Registration 

System  location:  Organizational  elements  of  the  U  S  Marine 
Corps  as  listed  in  the  Directory  of  Department  of  the  Navy  Activi¬ 
ties. 

Categories  of  individuals  covered  by  the  system:  Owners  of  pets 
residing  on  Naval  reservations. 

Owners  of  pets  in  quarantine  as  the  result  of  biting  complaints 

Owners  of  pets  whose  pet  is  subject  of  nuisance  complaints 

Categories  of  records  in  the  system:  Owners  name,  social  security 
number,  address  and  description  of  pet,  tag  number,  vaccination 
and  registration  information. 

Record  of  complaints  for  vicious  animals  or  bites. 

Record  of  complaints  for  nuisance  pets 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 ; 
Departmental  Regulations,  Federal,  State,  and  Local  Regulations, 
as  applicable. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  for  registra¬ 
tion  of  pets  to  ensure  appropriate  innoculations  in  compliance  with 
federal,  state,  and  local  laws. 

Assist  in  the  identification  of  rightful  owners. 

Identity  dangerous  pets  and  provide  for  quarantine  of  those 
animals  suspected  of  biting. 

Identify  those  pets  which  pose  a  nuisance  to  others  and/or  a 
health  or  safety  hazard. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tapes. 

Retrievability:  Name,  social  security  number,  case  number 

Safeguards:  Access  provided  on  a  need-to-know  basis  only. 
Locked  and/or  guarded  office. 

Retention  and  disposal:  As  established  by  SYSMANAGER  per 
SECNAV  Records  Disposal  Manual. 

System  manager(s)  and  address:  Commanding  Officer  of  the  ac¬ 
tivity  in  question.  See  Directory  of  Department  of  the  Navy  Mail¬ 
ing  Addresses. 

Notification  procedure:  Apply  to  SYSMANAGER 

Record  access  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Veterinary  records  and  statements  pro¬ 
vided  by  pet  owners,  bit  victims,  military  police,  animal  shelter, 
hospital  personnel. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00021 

System  name:  Weapons  Registration 

System  location:  Organizational  elements  of  the  U  S  Marine 
Corps  as  listed  in  the  Directory  of  Department  of  the  Navy  Activi¬ 
ties. 

Categories  of  individuals  covered  by  the  system:  All  individuals, 
military  or  civilian,  registered  firearms  or  other  weapons  with 
security  officers. 

All  individuals  who  purchase  a  firearm  or  weapon  at  authorized 
exchange  activities. 

Any  individual  who  resides  in  government  quarters  who  pos¬ 
sesses  privately  owned  firearms. 

Categories  of  records  in  the  system:  Weapon  registration  cards, 
weapon  permit  cards,  notification  to  commanding  officers  of  failure 
to  register  a  firearm  purchased  at  authorized  exchanges,  exchange 
notification  or  firearm  purchase.  Such  records  showing  name,  rank, 
social  security  number,  organization,  physical  location  of  subject 
weapon,  weapon  description  and  such  other  identifiable  items 
required  to  comply  with  all  federal  state,  and  local  weapons  regis¬ 
tration  ordinances. 


Authority  for  mainteiiaiice  of  the  system:  Title  5,  U  S  Code  301 ; 
Departmental  regulations;  federal,  state  and  local  regulations  as  ap¬ 
plicable. 

Routine  uses  of  records  maintained  in  the  system,  inciuding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  assure  proper  control 
of  all  firearms/weapons  introduced  onboard  Naval  reservations  and 
to  monitor  the  purchase  and  disposition  of  firearms/weapons  on¬ 
board  Naval  reservations. 

To  provide  local,  state,  and  federal  law  enforcement  officials  in¬ 
formation  as  required  in  their  execution  of  official  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tapes. 

Retrievability:  Name,  social  security  number,  organization, 
caliber  and  gage  of  weapon 

Safeguards:  Access  provided  on  a  need-to-know  basis  only. 
Locked  and/or  guarded  offices. 

Retention  and  disposal:  As  established  by  SYSMANAGER  per 
SECNAV  Records  Disposal  Manual. 

System  manager(s)  and  address:  Commanding  Officer  of  the  ac¬ 
tivity  in  question.  See  Directory  of  Department  of  the  Navy  Mail¬ 
ing  Addresses. 

Notification  procedure:  Apply  to  SYSMANAGER. 

Record  t<cccss  procedures:  The  agency's  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appeaUng  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individual  concerned,  other  records  of 
activity,  investigators,  witnesses  and  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00022 

System  name:  Vehicle  Control  System 

System  location:  Organizational  elements  of  the  U  S  Marine 
Corps  as  listed  in  the  Directory  of  Department  of  the  Navy  Activi¬ 
ties. 

Categories  of  individuals  covered  by  the  system:  All  individuals 
that  have  motor  vehicles,  boats,  or  trailers  registered  at  a  particular 
Naval  installation  on  either  a  permanent  or  temporary  basis. 

All  individuals  who  apply  for  a  Government  Motor  Vehicle 
Operator’s  license. 

All  individuals  who  possess  a  Government  Motor  Vehicle  Opera¬ 
tor’s  license  with  authority  to  operate  government  motor  vehicles. 

Categories  of  records  in  the  system:  Record  files  of  each  in¬ 
dividual  who  have  vehicles  registered  on  a  particular  Naval  installa¬ 
tion  which  include  decal  data,  insurance  information,  state  of  regis¬ 
tration  listing,  auto  license  plate  information,  plus  such  other  per¬ 
sonal  history  data  required  vehicle  registration  and  identification. 

Records  of  traffic  violations,  citations  and  suspensions 

For  government  motor  vehicle  operators:  Application  for^vehicle 
operator’s  I  D  card:  Operator  qualifications  and  record  of  licensing 
examination  and  performance,  record  of  failures  Government 
Motor  Vehicle  Operator’s  permit,  record  of  issue  of  SF-46,  Record 
of  Government  Motor  Vehicle  accidents,  standard  Form  91  ac¬ 
cident  report,  record  of  SF46  suspensions/  revocations,  record  of 
MOJT  student  driver’s  training. 

Identification  of  parking  control 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  car  pool  locator, 
vehicle  registration,  parking  control  insurance,  verification  and 
identification  of  vehicles  to  law  enforcement  personnel  in  the  offi¬ 
cial  execution  of  their  duties. 

To  provide  records  on  individual  government  drivers  as  it  relates 
to  their  ability  in  operating  a  motor  vehicle  in  order  for  official  per¬ 
sonnel  to  manage  a  safe  and  responsive  motor  transport  organiza¬ 
tion.  Such  information  used  in  conducting  accident  prevention  pro¬ 
grams,  changing  occupations  and  revoking  or  suspending  govern¬ 
ment  motor  vehicle  permits,  disciplinary  proceedings. 

To  assist  federal,  state,  and  local  law  enforcement  agencies  in 
the  official  execution  of  their  duties  when  disclosure  of  such 
records  is  warranted. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 
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Storage:  File  folders,  card  files,  punched  cards,  magnetic  tapes. 

Retricvability:  Name,  social  security  number,  case  number,  or¬ 
ganization,  decal  number,  state  license  plate  number,  vehicle 
description. 

Safeguards:  Access  provided  on  a  need-to-know  basis  only. 
Locked  and/or  guarded  offices. 

Retention  and  disposal:  As  established  by  SYSMANAGER  per 
SECNAV  Records  Disposal  Manual. 

System  manager(s)  and  address:  Commanding  Officer  of  the  ac¬ 
tivity  in  question.  See  Directory  of  Department  of  the  Navy  Mail¬ 
ing  Addresses. 

Notification  procedure:  Apply  to  SYSMANAGER 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individual  concerned,  other  records  of 
the  activity,  investigators,  witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00023 

System  name:  Prisoner  Records 

System  location:  Organizational  elements  of  the  U  S  Marine 
Corps  as  listed  in  the  Directory  of  Department  of  the  Navy  Activi¬ 
ties. 

Categories  of  individuals  covered  by  the  system:  All  military  per¬ 
sonnel  who  are  confined  in  a  detailed,  adjudged  or  sentenced 
status. 

Categories  of  records  in  the  system:  Information  contained  in  the 
Manpower  Management  System  data  base,  personal  history  to  in¬ 
clude  civilian  and  military  legal  status,  confinement  progress  re¬ 
ports  and  medical  related  information.  Such  other  records  as: 
Prisoner  Conduct  Record,  Prisoner  Confinement  and  Release 
Order,  Prisoner  Request  for  Restoration  or  Clemency,  Prisoner 
Waiver  of  Restoration  or  Clemency,  Court  Martial  Progress  Report, 
Prisoner  Identification  Badge,  Prisoner  Data  Card,  Work  and  Train¬ 
ing  Report,  Mail  and  Visiting  List,  Segregation  Data  Card,  Prisoner 
Refusal  to  Eat  Report,  Prisoner  Initial  Contact  Sheet,  Prisoner  Per¬ 
sonal  History,  Prisoner  Spot  Evaluation  Report,  Counselor  Con¬ 
tinuation  Sheet,  Disciplinary  Report,  Prisoner  Request  Form, 
Prisoner  Request  for  Funds  Form,  Prisoner  Request  for  Pastoral 
Counseling,  Prisoner  Visiting  Officer  Form,  Telephone  and/or  Visit 
Authorization  Form,  Receipt  for  Deposit  Form,  Prisoner  Credit 
Chit,  Prisoner  Identification  Form,  Clothing/Health  and  Comfort 
Inventory  Form,  Work  Program  Request,  Library  Card,  Psychiatric 
Evaluation  and  Medical  Reports. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  an  all  inclu¬ 
sive  file  on  each  individual  prisoner  to  assist  facility  staff  personnel 
in  the  evaluation,  assignment  to  programs,  assignment  of  custodial 
classification,  providing  psychiatric  and  medical  treatment,  provide 
a  proper  mixture  of  individual  and  group  counseling,  in  the  prepara¬ 
tion  of  the  prisoner  for  offense  free  military  service  or  to  prepare 
him  for  his  future  adjustment  to  civilian  life.  Routinely  used  by 
local  correctional  personnel  in  the  day-to-day  management  of 
prisoners  within  established  programs,  by  medical  personnel,  local 
commanders  and  higher  headquarters  in  the  management  and  imple¬ 
mentation  of  correctional  programs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  rcrards  in  the  sytem:  * 

Storage:  File  folders,  card  files,  punched  cards,  magnetic  tapes. 

Retrievability:  Name,  social  security  number,  case  number,  or¬ 
ganization. 

Safeguards:  Access  provided  on  a  need-to-know  basis  only. 
Locked  and/or  guarded  office. 

Retention  and  dbposal:  As  established  by  SYSMANAGER  per 
SECNAV  Records  Disposal  Manual. 

System  manager(s)  and  address:  Commanding  Officer  of  the  ac¬ 
tivity  in  question.  See  Directory  of  Department  of  the  Navy  Mail¬ 
ing  Addresses. 

Notification  procedure:  Apply  to  SYSMANAGER. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 


Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individual  concerned,  other  records  of 
the  activity,  investigators,  witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00024 

System  name:  Absentee  Processing  File 

System  location:  Organizational  elements  of  the  U.  S  Marine 
Corps  as  listed  in  the  Director  of  the  Department  of  the  Navy  Ac¬ 
tivities. 

Categories  of  individuals  covered  by  the  system:  Marine  Corps  ab¬ 
sentees  and  deserters;  Marines  in  hands  of  civil  authorities  foreign 
and  domestic;  Marines  who  fail  to  comply  with  orders  to  new  duty 
stations;  suspected  and  convicted  absentees  and  deserters  who 
have  returned  to  military  control  within  the  last  two  years. 

Categories  of  records  in  the  system:  Files  contain  manual  records. 
These  records  reflect  personal  identification  data,  absentee’s  cur¬ 
rent  status,  parent  command,  notations  of  arrests,  nature  and 
disposition  of  criminal  charges,  and  other  pertinent  information 
which  is  necessary  to  monitor,  control  and  identify  absentees. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  law  enforcement 
purposes. 

Headquarters,  U  S  Marine  Corps  and  Marine  Corps  commands, 
activities,  and  organizations  -  By  officials  and  employees  of  the 
Marine  Corps  in  connection  with  their  assigned  duties  to  record  and 
monitor  deserter/  absentee  cases  entered  into  the  National  Crime 
Information  Center's  Wanted  Persons  File;  to  monitor  and  assign 
absentees  upon  their  return  to  military  control;  to  ensure  that  ab¬ 
sentees  are  formally  charged  in  accordance  with  the  Uniform  Code 
of  Military  Justice  prior  to  expiration  of  the  Statute  of  Limitations; 
to  monitor  Marine  absentees  and  deserters  believed  to  be  located  in 
foreign  countries;  to  monitor  Marines  who  have  failed  to  comply 
with  permanent  change  of  station  (PCS)  orders  or  orders  to  travel 
and  report  without  escort;  to  insure  correspondence  pertaining  to 
absentees  and  deserters  received  by  the  Marine  Corps  is  processed 
in  a  timely  manner;  to  insure  that  appropriate  action  is  taken  within 
the  Manpower  Management  System  to  join  or  drop  absentees  to 
desertion;  to  provide  periodic  management  reports  concerning  ab¬ 
sentees  and  deserters  as  directed  by  higher  authority. 

Comptroller  General  of  the  U  S  •  To  respond  to  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  Marine  Corps  Manpower  Management  Programs. 

The  Attorney  General  of  the  U  S  -  To  coordinate  with  the  Attor¬ 
ney  General  or  his  authorized  representatives  in  connection  with 
litigation,  law  enforcement  or  other  matters  under  the  direct  ju¬ 
risdiction  of  the  Department  of  Justice  as  carried  out  as  the  legal 
representative  of  the  Executive  Branch. 

The  Department  of  Defense  -  To  coordinate  with  the  other  com¬ 
ponents  of  the  Department  of  Defense  as  may  be  required  to  re¬ 
port,  identify,  apprehend  and  return  Marine  absentees  and  deser¬ 
ters  to  Marine  Corps  control. 

Civilian  Law  Enforcement  Agencies  -  To  coordinate  with  ap¬ 
propriate  federal,  state,  and  local  law  enforcement  agencies  as  may 
be  required  to  report,  identify,  apprehend  and  return  Marine  absen¬ 
tees  and  deserters  to  Marine  Corps  control. 

Courts  -  To  respond  to  court  orders  in  connection  with  matters 
before  a  court. 

Congress  of  the  United  States  -  To  respond  to  inquiries  of  the 
Senate  or  the  House  of  Representatives  of  the  United  States  or  any 
committee  or  subcommittee  thereof  or  any  joint  committee  or  joint 
subcommittee  of  the  Congress  on  matters  within  their  jurisdiction 
as  may  be  requested  of  the  Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  stored  in  file  folders,  card  files,  and 
punched  cards. 

Retrievability:  Records  may  be  accessed  by  name,  social  security 
number,  case  number,  or  organization. 

Safeguards:  Records  are  located  in  areas  acessible  only  to 
authorized  personnel  that  are  properly  screened,  cleared  and 
trained. 

Retention  and  disposal:  As  established  by  the  SYSMANAGER 
per  SECNAV  Records  Disposal  Manual. 
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System  maiiagcr(s)  and  address:  Commandant  of  the  Marine 
Corps  (Code  MP),  Headquarters,  U  S  Marine  Corps,  Washington, 
D  C  20380  or  the  Commanding  Officer  of  the  activity  in  question. 
See  Directory  of  Department  of  the  Navy  Mailing  Addresses. 

Notification  procedure:  Apply  to  SYSMANAGER. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  Commandant  of  the  Marine  Corps  (Code  MP), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380  or  the 
Commanding  Officer  of  the  activity  in  question.  See  Directory  of 
Department  of  the  Navy  Mailing  Addresses. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individu^,  his  place  and  date  of  birth,  his  social  security 
number,  and  his  signature. 

For  personal  visits,  the  individual  should  be  able  to  provide  mili¬ 
tary  identification  card,  driver’s  license  or  other  type  of  identifica¬ 
tion  bearing  picture  or  signature  or  by  providing  verbal  data  suffi¬ 
cient  to  insure  that  the  individual  is  the  subject  of  the  inquiry. 

Contesting  record  procedures:  The  rules  for  contesting  contents 
and  appealing  initial  determinations  may  be  obtained  from  the  Com¬ 
mandant  of  the  Marine  Corps  (Code  JA),  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380. 

Record  source  categories:  Information  in  the  system  is  obtained 
from  the  Marine  Corps  Military  Personnel  Records;  from  the  in¬ 
dividual's  commanding  officer,  officer-in-charge,  federal,  state  and 
local  law  enforcement  agencies,  lawyers,  judges.  Members  of  Con¬ 
gress,  relatives  of  the  individual,  private  citizens,  the  Veteran’s  Ad¬ 
ministration,  and  the  individuals  themselves. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  Title  S,  U.  S  Code  SS2  a  (j)  or  (k)  as 
applicable.  For  additional  information,  contact  the 
SYSMANAGER. 

MMN00025  . 

System  name:  Orders  to  ACDUTRA,  Assignment  to  Voluntary 
EAD,  Assignment  to  Involuntary  Unrestricted  EAD 

System  location:  Headquarters,  U  S  Marine  Corps,  Marine  Corps 
District,  Organized  Marine  Corps  Reserve  Units,  any  Marine  Corps 
command. 

Categories  of  individuals  covered  by  the  system:  Members  of  the 
Marine  Corps  Reserve  ordered  to  active  duty  for  training,  assign¬ 
ment  to  voluntary  extended  active  duty,  assignment  to  involuntary 
unrestricted  extended  active  duty. 

Categories  of  records  in  the  system:  Files  contain  individual’s 
name,  rank,  social  security  number,  pay  entry  base  date,  military 
occupational  specialty,  security  clearance,  date  of  last  physical  ex¬ 
amination,  home  address,  destination,  name  and  address  of  next  of 
kin,  detaching  command. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Marine  Corps  districts 
and  Marine  Corps  commands,  activities,  and  organizations  -  By  of¬ 
ficials  and  employees  of  the  Marine  Corps  in  the  execution  of  their 
official  duties  widi  regard  to  the  administration  and  management  of 
issuing  orders  to  the  individual,  maintaining  personnel  pay  and  unit 
records,  accomplishing  appropriate  legal  or  disciplinary  action. 

Offic'als  and  employees  of  the  Naval  service  and  General  Ac¬ 
counting  Office  in  the  execution  of  their  official  duties  in  relation 
to  inspections,  investigations,  legal  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  stored  in  filing  cabinets. 

Retrievahility:  Alphabetically  by  last  name,  rank,  social  security 
number,  month  orders  were  issued  and  type  of  orders. 

Safeguards:  Access  to  information  contained  in  the  files  is  limited 
to  officials  of  the  Marine  Corps  in  the  performance  of  their  official 
duties. 

After  working  hours,  the  office  and  building  are  locked.  A  guard 
is  located  in  the  general  vicinity. 

Retention  and  disposal:  Files  are  retained  for  two  calendar  years 
and  then  destroyed. 

System  mauager(s)  and  address:  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Notification  procedure:  Write  or  visit  SYSMANAGER,  Reserve 
Branch  Marine  Corps  District  Headquarters  or  detaching  or  joining 
unit.  Provide  full  name,  social  security  number,  and  military  status. 


Proof  of  identity  may  be  established  by  military  identificaion  card 
or  DD  214  and  driver’s  license. 

Record  accem  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Service  records.  Commandant  of  the 
Marine  Corps  assignment  case  files. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMNe0026 

System  name:  Working  Files  for  Training  Related  Matters 

System  location:  Decentralized,  located  throughout  the  Marine 
Corps. 

Categories  of  individuals  covered  hy  the  system:  Training  records 
are  kept  on  all  Marines. 

Categories  of  records  in  the  system:  Files  contain  name,  social 
security  number,  age,  height,  weight,  grade,  point  average,  schools 
attended,  grades,  favorable  and  unfavorable  material,  various 
qualifications,  clearances,  access,  TAD  related  information,  course 
related  data,  branch  of  service,  local  address,  phone  number,  bio¬ 
graphical  data,  MCI  enrollment,  swimming  qualification,  PFT 
score,  and  rifle  qualification. 

Authority  (or  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  of  this 
system  is  to  assist  the  Marine  Corps  in  being  aapable  of  meeting  as¬ 
signed  missions  through  adequate  training  and  control.  This  system 
is  used  for  official  purposes  by  Marine  Corps  personnel,  DOD,  and 
other  official  government  agencies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  files,  loose-leaf  notebooks,  and  card 
files. 

Retrievahility:  Files  alphabetically  by  name,  cross-filed  by  SSN. 

Safeguards:  Buildings  supervised  by  duty  personnel.  Records  are 
maintained  and  accessible  to  authorized  personnel  only. 

Retention  and  disposal:  Records  are  retained  for  varying  periods 
dependent  on  local  requirements. 

System  manager(s)  and  address:  Local  commander  activity  con¬ 
cerned. 

Notification  procedure:  Information  may  be  obtained  by  contact¬ 
ing  local  command  concerned. 

Record  access  procedures:  Requests  from  individuals  should  be 
directed  to  command  concerned. 

Contesting  record  procedures:  Appeals  and  contest  of  records 
should  be  directed  to  command  concerned. 

Record  source  categories:  Supervisors,  students,  instructors,  and 
official  records.  Applicant  and  references  supplied  by  applicant 
JUMPS/MMS  data  base  Marine  Corps  Institute. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00027 

System  name:  Marine  Corps  Military  Personnel  Records  Access 
FUes 

System  location:  The  Commandant  of  the  Marine  Corps, 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Categories  of  individuals  covered  by  the  system:  All  officials  and 
employees  of  the  Department  of  Defense  authorized  to  draw 
Marine  Corps  military  personnel  records  and,  except  for  agents  of 
Secret  Service,  Federal  Bureau  of  Investigation  and  Naval  In¬ 
vestigative  Service  which  agents  are  granted  access  by  presentation 
of  credentials,  all  designated,  justified  and  approved  law  enforce¬ 
ment/investigative  personnel  of  other  Federal  agencies  permitted 
access  to  Marine  Corps  military  personnel  records  at  Headquarters, 
U  S  Marine  Corps  only. 

Categories  of  records  in  the  system:  Au'  orization  cards  submitted 
by  officials  of  HQMC  and  DGD  granting  individual  authority  to 
order  Headquarters,  U.  S  Marine  Corps  official  military  personnel 
records. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 
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Routine  uses  of  records  maintained  in  the  system,  inciuding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
of  Headquartersy  U  S  Marine  Corps.  For  controlling,  monitoring 
and  for  providing  a  ready  reference  to  personnel  authorized  to 
draw  and/or  review  Marine  Corps  military  ^rsonnel  records. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Looseleaf  Binder  and  Card  Index  Files 
Retrievablllty:  Alphabetical  and  by  Agency 
Safeguards:  Building  employs  security  guards. 

Retention  and  disposal:  Destroyed  upon  cancellation  of  access 
authorization. 

System  manager(s)  and  address:  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Commandant  of.  the  Marine  Corps  (Code  MSRB), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380.  The 
letter  should  contain  the  full  name,  social  security  number  and 
signature  of  the  requester. 

The  individual  may  visit  Headquarters,  U  S  Marine  Corps, 
Washington,  D  C.,  Room  1206.  Proof  of  identification  may  consist 
of  his  active,  reserve  or  retired  identification  card,  his  Armed 
Forces  Report  of  Transfer  or  Discharge  (DD214),  his  discharge  cer¬ 
tificate,  his  driver’s  license  or  by  providing  such  other  data  suffi¬ 
cient  to  insure  that  the  individual  is  the  subject  of  the  inquiry. 
Record  access  procedures:  Information  may  be  obtained  from; 
Commandant  of  the  Marine  Corps 
Headquarters,  U  S  Marine  Corps  (Code  MSRB) 

Washington,  D  C  20380 
Telephone  Area  Code  202/694-1043 
Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Staff  agencies  and  subdivisions  of 
Headquarters,  U  S  Marine  Corps. 

Other  staff  agencies  of  the  Department  of  Defense. 

Law  enforcement/investigative  divisions  of  other  Federal  agen¬ 
cies. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00028 

System  name:  NAF  Personnel  Records 
System  location:  Marine  Commands  Employing  NAF  Personnel 
Categories  of  individuals  covered  by  the  system:  Personnel  hired 
by  all  Marine  Corps  Commands  that  are  paid  for  with  NAF 
Categories  of  records  in  the  system:  Files  contain  the  personal  in¬ 
formation  on  all  NAF  Personnel 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  inciuding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  management  in 
daily  administration  of  NAF  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  paper  records  in  file  folders 
Retrievablllty:  By  Name 

Safeguards:  Records  are  in  locked  file  cabinet,  areas  limited  to 
management  personnel 

Retention  and  disposal:  Records  are  maintained  for  period  em¬ 
ployment  plus  two  years  after  termination,  then  transferred  to  Na¬ 
tional  Civilian  Personnel  Records  Center,  St.  Louis,  Missouri 
63118. 

System  manager(s)  and  address:  Local  Commanders 
.Notification  procedure:  Information  can  be  obtained  by  contacting 
the  respective  local  command. 

Record  access  procedures:  Requests  should  be  addressed  to  local 
commands. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Forms  completed  by  applicant  for  em¬ 
ployment;  forms  completed  by  previous  employer  or  by  busi¬ 
ness/personal  references;  personal  interview. 


Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00029 

System  name:  Patient  Administrative  Folders 
System  location:  Marine  Barracks,  FPO,  Seattle  98762 
Categories  of  individuals  covered  by  the  system:  Marine  personnel 
assigned  to  or  serving  with  the  Marine  Barracks,  Yokosuka,  who 
are  hospitalized  in,  or  who  are  in  an  out-patient  status  of  the  Navy 
Regional  Medical  Center,  Yokosuka,  Japan. 

Categories  of  records  in  the  system:  Records  contain  personal  data 
to  include  name,  rank,  social  security  number,  military  occupa¬ 
tional  specialty,  unit  assignment,  diagnosis,  progress,  condition, 
any  personal  desires  relevant  to  his  hospitalization. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Headquarters,  U  S 
Marine  Corps  and  Marine  Corps  commands,  activities,  and  or¬ 
ganizations  -  By  officials  and  employees  of  the  Marine  Corps  in  the 
execution  of  their  official  duties. 

Department  of  Ekfense  and  its  components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  ,  or  any  committees  or  sub-committees  thereof  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Alphabetically 

Safeguards:  Records  are  maintained  in  a  locked  filing  cabinet. 
Only  authorized  personnel  have  access. 

Retention  and  disposal:  Files  are  retained  for  the  period  of 
hospitalization  and  six  months  there2tfter. 

System  managerfs)  and  address:  Commanding  Officer,  Marine 
Barracks,  FPO,  Seattle  98762 
Notification  procedure:  Information  may  be  obtained  from: 
Commanding  Officer 
Marine  Barracks 
FPO,  Seattle  98762 

Record  access  procedures:  Written  requests  should  be  addressed 
to  the  SYSMANAGER 

Requests  should  contain  name,  rank,  social  security  number,  and 
date  of  hospitalization. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  contesting  contents  and  appealing  initial  determinations 
by  the  individual  concerned  may  ibe  obtained  from  the 
SYSMANAGER  I 

Record  source  categories:  Hospital  Patient  Affairs 
Official  military  records 
Individual  concerned 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00030 

System  name:  Fitness  Report  Logs  for  Officer  and  Enlisted  Person¬ 
nel 

System  location:  Battalion  Adjutant  office  and  Sergeant  Major’s 
office. 

Categories  of  individuals  covered  by  the  system:  Former  and 
present  U  S  Marine  Corps  active  duty  officers  and  non-commis¬ 
sioned  officers  in  rank  of  sergeant  and  above. 

Categories  of  records  in  the  system:  Log  contains  name  of  in¬ 
dividual,  reason  for  fitness  report,  period  covered,  grading  of 
blocks  13a,  15a,  and  16  from  fitness  report  form  for  non-commis¬ 
sioned  officers,  date  submitted  to  Commanding  Officer,  Command¬ 
ing  General,  Commandant  of  the  Marine  Corps  and  the  date  the 
form  is  received  at  Headquarters,  U  S  Marine  Corps. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Battalion  Commanding 
Officer  uses  the  information  on  the  non-commissioned  officers 
mainly  in  recommending  the  person  for  special  performance  pay  or 
for  special  assignments,  such  as.  Marine- Security  Guard  School, 
Marine  Barracks,  etc. 
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Battalion  Adjutant  uses  the  log  to  ensure  fitness  reports  are  sub¬ 
mitted  in  a  timely  manner  and  received  by  Headquarters,  U  S 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Log  book  maintained  in  a  locked  desk. 

Retrievability:  Listing  is  completed  as  fitness  report  is  given  to 
Battalion  Commander.  Information  must  be  transcribed  manually 
from  the  log  for  the  individual. 

Safeguards:  Logs  are  secured  in  the  respective  custodian’s  desks. 
The  building  is  secured  with  an  external  area  guard. 

Only  the  commanding  officer,  executive  officer,  adjutant,  serge¬ 
ant  major  and  listed  individuals  can  view  the  contests  of  the  log. 

Retention  and  disposal:  Logs  are  maintained  for  one  year  after 
last  entry  is  submitted. 

System  manager(s)  and  address:  Commanding  Officer,  Base 
Materiel  Battalion,  Marine  Corps  Base,  Camp  Pendleton,  California 
92055. 

Notification  procedure:  Information  may  be  obtained  from: 
Commanding  Officer 
Base  Materiel  Battalion 
Marine  Corps  Base 
Camp  Pendleton,  California  92055 
Telephone;  Area  Code  714/725-4313  (enlisted),  725-4900 
(officers). 

Record  access  procedures:  Requests  should  be  submitted  to  the 
above  address.  Personnel  must  present  identification  card  or 
civilian  identification  before  information  is  given. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  appeal¬ 
ing  may  be  obtained  from  SYSMANAGER 
Record  source  categories:  Information  transcribed  from  the  fitness 
report  submitted. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN(NK)31 

System  name:  Marine  Corps  Recreation  Facilities 
System  location:  Marine  Corps  activities 

Categories  of  individuals  covered  by  the  system:  Authorized  per¬ 
sonnel  to  utilize  Special  Services  facilities 
Categories  of  records  in  the  system:  Usage  data  on  each  activity 
Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  By  management  person¬ 
nel  to  record  usage 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  paper  records  in  file  folders 
Retrievability:  By  activity  value 

Safeguards:  Records  are  maintained  in  administrative  offices  of 
local  Special  Services  organizations. 

Retention  and  disposal:  Records  are  maintained  for  three  years. 
System  managerfs)  and  address:  Local  comiitanding  officers 
Notification  procedure:  Local  commander 

Record  access  procedures:  Information  may  be  obtained  from 
local  commander. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  local 
commander. 

Record  source  categories:  Individual  activities,  individuals,  I  D 
cards,  stables  contract  worksheets,  communications  electronics  of¬ 
ficer,  interview  with  parents  and  student,  request  cards  and  master 
schedule  cards. 

Systems  exempted  from  certain  provisions  of  the  act:  Those  activi¬ 
ties  that  are  self-directive  in  nature,  i.e.,  tennis,  handball,  etc. 

MMN00032 

System  name:  Personal  History  Card  File 

System  location:  Provost  Marshal’s  Office,  Marine  Corps  Base, 
Camp  Lejeune,  North  Carolina  28542. 

Categories  of  individuals  covered  by  the  system:  All  individuals, 
both  military  and  civilian,  employed  aboard  Marine  Corps  Base, 
Camp  Lejeune,  North  Carolina. 


Categories  of  records  in  the  system:  Personal  History  Card 
(MCBul.  12290).  Contains  personal  identifying  information  and 
where  employed. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  officials  and 
employees  of  Marine  Corps  and  Navy  Commands,  activities,  and 
organizations  in  connection  with  their  assigned  duties.  To  provide  a 
rapid  locator  of  employees  at  their  work  site  for  law  enforcement 
purposes.  Also  used  to  issue  Civilian  Identification  Cards  to  em¬ 
ployees. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  filed  in  metal  card  trays. 

Retrievability:  Filed  alphabetically  by  name. 

Safeguards:  Records  are  maintained  in  a  secure  area  accessible 
only  to  authorized  personnel.  The  File  Room  is  under  constant  sur¬ 
veillance  during  working  hours  and  is  locked  after  working  hours. 

Retention  and  disposal:  Records  are  retained  until  the  card  ex¬ 
pires,  then  destroyed  by  burning. 

System  manager(s)  and  address:  Commanding  General  (Attn: 
Provost  Marshal),  Marine  Corps  Base,  Camp  Lejeune,  North 
Carolina  28542.  Telephone:  Area  Code  919/451-2455. 

Notification  procedure:  Inquiries  by  individuals  will  be  answered 
upon  satisfactory  identification  of  the  requester  to  the 
SYSMANAGER 

Record  access  procedures:  Rules  for  access  may  be  obtained  from 
the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individuals  concerned  may  be  obtained  from  the 
SYSMANAGER . 

Record  source  categories:  Military  and  civilian  personnel  em¬ 
ployed  aboard  Marine  Corps  Base,  Camp  Lejeune,  North  Carolina; 
Provost  Marshal  administrative  personnel. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN(NKI33 

System  name:  Recreation  Fund  Property  Records 

System  location:  Local  commands  maintaining  recreation  funds. 

Categories  of  individuals  covered  by  the  system:  Active  duty  mili¬ 
tary,  retired  military,  military  dependents  and  military  reserves  on 
active  duty  who  utilize  Special  Services  activities  in  the  Marine 
Corps. 

Categories  of  records  in  the  system:  Special  Services  Activities 
Usage  Data  records  reflect  the  name,  rank,  social  security  number, 
status  of  account,  military  unit  and  home  address. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Marine  Corps  activities 
and  organizations  -  By  Marine  Corps  officials  and  employees  in  ex¬ 
ecuting  their  assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relat¬ 
ing  to  the  Marine  Corps. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Card  files 

Retrievability:  Alphabetical  by  name 

Safeguards:  Records  are  maintained  in  a  metal  file  in  the  Recrea¬ 
tion  Property  Compound  and  Athletic  Office.  During  non-operating 
hours,  the  activity  is  locked. 

Retention  and  disposal:  Until  equipment  is  returned  or  Recreation 
Fund  is  reimbursed. 

System  manager(s)  and  address:  Local  commander 

Notification  procedure:  Information  may  be  obtained  from  the 
local  commander. 
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Record  access  procedures:  Local  commander. 

Written  requests  for  information  should  contain  the  full  name 
and  grade  of  the  individual. 

For  personal  visits,  the  individual  should  be  able  to  provide  valid 
personal  identification  such  as  an  employees  badge,  driver’s 
license,  medicare  card,  etc. 

Contesting  record  procedures:  The  Marine  Corps  rules  for  con¬ 
testing  and  appealing  initial  determinations  may  be  obtained  from 
the  SYSMANAGER. 

Record  source  categories:  Individual 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00034 

System  name:  Personnel  Procurement  Working  Files 
System  location:  Headquarters,  U  S  Marine  Corps 
Personnel  Procurement  Branch,  Marine  Corps  Districts 
Recruiting  Stations 
Officer  Selection  Offices 
Organized  Marine  Corps  Reserve  units 

Categories  of  individuals  covered  by  the  system:  Civilians  and 
prior  service  individuals  who  are  prospective  applicants  for  enlist¬ 
ment  in  the  Marine  Corps,  Marine  Corps  Reserve  or  a  Marine  Of¬ 
ficer  program,  individuals  on  which  a  written  waiver  for  enlistment 
has  been  requested;  Platoon  Leader  Class  Candidates  receiving 
financial  assistance  while  attending  college;  all  individuals  applying 
for  various  officer  programs;  Marine  Corps  Reserve  enlistees  who 
are  serving  on  their  6  months  active  duty  prior  to  return  to  Or¬ 
ganized  Marine  Corps  Reserve  unit  maintaining  their  record;  Per¬ 
sonnel  enlisted  in  the  Marine  Corps  Reserve  assigned  to  a  formal 
school  upon  enlistment;  Secondary  school  students  who  par¬ 
ticipated  in  the  Marine  Corps  Youth  Physical  Fitness  meet  held  an¬ 
nually  in  Washington,  D  C  ,  and  the  coach  fielding  each  team;  Any 
individual  recommended  for  enlistment  in  the  Marine  Corps  by  a 
recruiting  officer  even  though  the  applicant  does  not  meet  the  en¬ 
listment  requirements  set  forth  in  current  guidance  as  set  forth  by 
the  Commandant  of  the  Marine  Corps. 

Categories  of  records  in  the  system:  All  files  contain  Name  (Last, 
First,  Middle,  (maiden,  if  any),  Jr.,  Sr.),  social  security  number, 
home  of  record.  Files  relating  specifically  to  enlistment  or  officer 
procurement  contain  citizenship,  sex,  race,  ethnic  group,  present 
address,  marital  status,  number  of  dependents,  date  of  birth,  reli¬ 
gious  preference,  highest  grade  completed,  selective  service  system 
data,  foreign  language  and  skill,  driver’s  license  information,  men¬ 
tal  and  aptitude  test  results,  medical  examination  result,  delayed 
enlistment  program  information,  accession  data,  educational  ex¬ 
perience,  citizenship  verification,  history  of  prior  military  service, 
names  of  relatives  to  include  date  and  place  of  birth,  present  ad¬ 
dress  and  citizenship,  listing  of  commercial  life  insurance  policies 
and  number,  relatives  and  alien  friends  living  in  foreign  countries  to 
include  name  and  relationship,  age,  occupation,  address  and 
citizenship,  all  previous  residences  since  10th  birthday,  previous 
employment  record  to  include  company  name  and  address,  job  title 
and  supervisor’s  name,  data  concerning  previous  employment  by 
foreign  governments,  prior  membership  in  youth  programs,  history 
of  foreign  travel.  Declarations  from  the  individual  concerning; 
previous  rejection  by  the  Armed  Forces  of  the  United  States,  con¬ 
scientious  objector  status,  previous  deserter  status,  retired  pay,  dis¬ 
ability  allowance,  or  severence  pay  or  a  pension  from  the  Govern¬ 
ment  of  the  United  States,  status  as  an  only  child;  understandings 
by  the  applicant;  date  of  interview  and  name,  organization,  title  of 
interviewer;  history  of  prior  use  of  drugs  except  as  prescribed  by  a 
licensed  physician;  prior  intentional  sniffing  of  glue,  hairspray  or 
other  chemical  fumes;  prior  use,  purchase,  possession  or  sale  of  il¬ 
legal  or  controlled  drugs  except  as  prescribed  by  a  licensed  physi¬ 
cian;  marital  status  and  dependency;  membership  in  groups  for  pur¬ 
pose  of  unlawful  overthrow  of  the  Government;  history  and  record 
of  involvement  with  police  or  judicial  authorities;  parental/guardian 
consent  for  enlistment;  enlistment  options;  current  income;  whether 
own,  buying,  or  renting  present  residence;  outstanding  debts  to  in¬ 
clude  total  amounts  and  monthly  payments;  status  of  savings  ac¬ 
count  and  checking  account;  spouses’  employment  and  monthly  in¬ 
come;  police  checks;  character  references;  record  of  prior  service; 
court  documents;  marriage  certificates;  birth  certificates;  record  of 
medical  examination;  record  of  medical  history;  medical  consulta¬ 
tions  statement  of  personal  history;  divorce  decrees;  death  cer¬ 
tificates;  photographs;  high  school  diploma;  college  diploma;  grade 
transcript;  General  Educational  Development  certificates  of  High 
School  equivalency;  sole  surviving  son  statements;  statement  of  un¬ 


derstanding;  wife’s  consent  form;  applications  for  General  Educa¬ 
tional  Development  certificates  of  High  School  equivalency.  Files 
relating  to  Marine  Corps  Reserve  personnel  on  active  duty  contain 
information  pertaining  to  name,  social  security  number,  sex,  unit  of 
assignment,  home  of  record,  education.  Armed  Services  Vocational 
Aptitude  Battery  Test  scores,  vision,  military  occupational  specialty 
training  information.  Quota  Serial  Number,  training  authorized. 

Authority  for  maintenance  of  the  system:  Title  S,  U.  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  inciuding  catego¬ 
ries  of  users  and  the  purposn  of  such  uses:  By  officials  and  em¬ 
ployees  of  the  Marine  Corps  in  the  execution  of  their  official  duties 
with  regard  to  personnel  procurement  and  problems  which  develop 
as  a  result  thereof;  maintained  to  assist  recruiters  and  Officer 
Selection  Officers  in  contacting  possible  applicants  for  the  Marine 
Corps. 

Officials  and  employees  of  the  Naval  Service  and  General  Ac¬ 
counting  Office  in  the  execution  of  their  official  duties  in  relation 
to  inspections,  investigations,  legal  action. 

Reserve  Unit  commander  and  administrative  personnel,  to  moni¬ 
tor  return  of  enlistee  to  unit  and  provide  information  on  anticipated 
unit  strength  and  status;  To  make  available  emergency  data  infor¬ 
mation. 

Recruiting  Station  and  Inspector-Instructor  Staff  Personnel  in 
their  assigned  duties. 

To  provide  Headquarters,  U  S  Marine  Corps  information  on 
those  individuals  attending  the  Marine  Corps  Youth  Physical  Fit¬ 
ness  national  championship. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folder.  Records  are  maintained  in 
areas  accessible  only  to  authorized  personnel. 

Retrievability:  Individuals  listed  in  alphabetical  order  according  to 
program. 

Safeguards:  Access  is  limited  to  Reserve  unit  command,  recruit¬ 
ing,  and  administrative  personnel  and  law  enforcement  or  Federal 
agents  upon  presentation  of  proper  credentials. 

After  working  hours  the  office  and  building  are  locked. 

Retention  and  disposal:  Maintained  for  two  years  or  until 
prospect,  applicant,  candidate  or  reservist  changes  status. 

System  manager(s)  and  address:  Commander  of  unit  holding  file. 

Notification  procedure:  Write  or  visit  SYSMANAGER  Provide 
full  name,  social  security  number,  and  military  status.  Proof  of 
identity  may  be  established  by  military  identification  card  or  DD- 
214  and  driver’s  license. 

Record  access  procedures:  Tlie  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  Individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  High  School  Lists,  DD  2I4’s,  Prospect 
interviews/Referrals,  Local  Newspapers,  Youth  Fitness  programs, 
individual  contacts,  Marine  Corps  ofhcials. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00035 

System  name:  Truth  Teller/Static  Listings 

System  location: 

The  Commandant  of  the  Marine  Corps 
Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 

Categories  of  individuals  covered  by  the  system:  All  present  and 
former  members  of  the  U  S  Marine  Corps 

Categories  of  records  in  the  system:  The  system  comprises  non-au- 
tomated  records  of  basic  information  (Name,  Military  Service 
Number/Social  Security  Number,  Pay  Entry  Base  Date,  Home  of 
Record  (State  and  County)  and  Date  of  Birth)  pertaining  to  all  in¬ 
dividuals  who  ever  served  in  the  U  S  Marine  Corps. 

Authority  for  maintenance  of  the  system:  Title  10,  U  S  Code  Sec¬ 
tion  5201 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpoM  of  such  uses:  Officials  and  employees 
of  Headquarters,  U  S  Marine  Corps  for  making  necessary  identifi¬ 
cation  of  members  and  former  members  of  the  U  S  Marine  Corps 
in  connection  with  official  business  and  in  response  to  inquiries 
received  at  the  Headquarters. 
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Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  Folders,  Binders  and  Microfilm  Cartridges 

Retrievability:  Name,  Military  Service  Number  and  Social  Securi¬ 
ty  Number 

Safeguards:  Records  maintained  in  locked  room.  Building  em¬ 
ploys  security  guards. 

Retention  and  disposal:  Permanent 

System  manager(s)  and  address:  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Commandant  of  the  Marine  Corps  (Code  MSRB), 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380.  The 
letter  should  contain  the  full  name,  social  security  number  and 
signature  of  the  requester. 

The  individual  may  visit  Headquarters,  U  S  Marine  Corps, 
Columbia  Pike  and  Arlington  Ridge  Road,  Arlington,  Virginia,  room 
1206.  Proof  of  identification  may  consist  of  his  active,  reserve  or 
retired  identification  card,  his  Armed  Forces  Report  of  Transfer  or 
Discharge  (DD214),  his  discharge  certificate,  his  driver’s  license  or 
by  providing  such  other  data  sufficient  to  insure  that  the  individual 
is  the  subject  of  the  inquiry. 

Record  access  procedures:  Information  may  be  obtained  from: 
Commandant  of  the  Marine  Corps  (Code  MSRB) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone  Area  Code  202/694-1043 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Enlistment  and  Officer  Acceptance 
Contracts 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MMN00036 

System  name:  Identification  Card  Control 

System  location:  All  United  States  Marine  Corps  units. 

Categories  of  individuals  covered  by  the  system:  Regular  and 
Reserve  Marines  including  retired  and  disability  retired  and  their 
dependents  who  have  been  issued  an  Identification  Card. 

Categories  of  records  in  the  system:  l.og  book  contains  name, 
rank,  social  security  number,  and  card  number,  issue  date,  expira¬ 
tion  date,  signature  of  person  card  issued  to  and  signature  of  issu¬ 
ing  person. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  accountabili¬ 
ty  for  serialized  Identification  Cards. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  These  records  are  kept  in  a  log  book. 

Retrievability:  By  type  card,  chronologically  by  date  also 
retriev:  ble  by  name. 

Safeguards:  The  log  books  are  stored  in  a  locked  container  in  a 
location  which  is  locked  after  working  hours.  A  guard  is  located  in 
the  general  area. 

Retention  and  disposal:  Two^ears  from  date  of  closing  entry. 

System  managerts)  and  address:  Unit  Commanders. 

Notification  procedure:  Write  or  visit  SYSMANAGER  Provide 
full  name,  social  security  number,  and  military  status.  Proof  of 
identity  may  be  established  by  military  identification  card  or  DD 
214  and  driver’s  license. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Officers  Qualification  Record/Service 
Record  Book  of  individual  application  for  dependents  priviledge 
card,  correspondence  from  Headquarters,  U  S  Marine  Corps. 

Systems  exempted  from  certain  provisions  of  the  act:  None 


MRS00002 

System  name:  Involuntary  Active  Duty  Case  Files 

System  location:  All  Organized  Marine  Corps  Reserve  reporting 
units.  Marine  Corps  Districts  and  Headquarters,  U  S  Marine  Corps. 

Categories  of  individuals  covered  by  the  system:  Members  of 
Marine  Corps  Reserve  recommended  and  processed  for  involuntary 
active  duty. 

Categories  of  records  in  the  system:  Rank,  name,  military  occupa¬ 
tional  specialty,  social  security  number,  summary  of  military  ser¬ 
vice  including  information  on  performance  of  duty,  disciplinary  his¬ 
tory,  duty  assignments,  education,  personal  financial  status,  medi¬ 
cal  and  psychiatric  evaluations,  dependent  information,  pertinent 
investigative  reports,  promotions,  reductions,  physical  fitness  and 
capacities,  leave  status,  personal  preservice  history. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  By  commanders,  legal, 
and  administrative  personnel  and  other  officials  and  employees  of 
the  Marine  Corps  in  the  execution  of  the  decision  making  process 
concerning  the  recommendations  for  involuntary  active  duty. 

Officials  and  employees  of  the  Naval  Service  and  General  Ac¬ 
counting  Office  in  the  execution  of  their  official  duties  in  relation 
to  inspections,  investigations,  legal  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  On  paper  in  file  folders. 

Retrievability:  Alphabetically  by  last  name. 

Safeguards:  Access  limited  to  commanders,  legal,  administrative 
personnel  and  other  officials  and  employees  of  the  Marine  Corps 
necessary  to  review  and  process  recommendations. 

After  working  hours  the  office  and  building  are  locked.  A  guard 
is  located  in  the  general  vicinity. 

Retention  and  disposal:  Headquarters,  U  S  Marine  Corps  -  Per¬ 
manent,  Units  -  Two  years  after  completion  of  action. 

System  manager(s)  and  address:  Commandant  of  the  Marine 
Corps,  Headquarters,  U  S  Marine  Corps. 

Notification  procedure:  Write  or  visit  SYSMANAGER  or  com¬ 
mand  originating  request.  Provide  full  name,  social  security 
number,  and  military  status.  Proof  of  identity  may  be  established 
by  military  identification  card  or  DD-2I4  and  driver’s  license. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  t  ;^tegories:  Medical  records,  statements  by  military 
or  civilian  supervisors,  training  records,  unit  attendance  records. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MRS00003 

System  name:  Employment  Referral  Questionnaire  for  Members  of 
Reserve  Units 

System  location:  May  be  retained  by  all  Inspector-Instructor 
Staffs. 

Categories  of  individuals  covered  by  the  system:  All  Reservists 
who  desire  assistance  in  obtaining  civilian  employment. 

Categories  of  records  in  the  system:  Resume  on  each  individual 
which  may  include  member's  sex,  age,  social  security  number,  edu¬ 
cation,  past  civilian  employment,  past  military  experience,  present 
civilian  employment,  type  of  employment  desired,  type  driver’s 
license,  preferred  location  of  employment,  present  address  and 
marital  status. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  May  be  used  by  mem¬ 
bers  of  the  reserve  unit  and  the  Inspector-Instructor  Staff  to  assist 
in  finding  civilian  employment  for  the  requesting  member. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  May  be  on  paper  or  cards  in  binder  or  file  folder. ' 

Retrievability:  Alphabetically  by  last  name,  may  also  be  by  type 
employment  desired,  area  employment  desired  in,  rank  or  age. 
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Safeguards:  After  working  hours  the  office  and  building  are 
locked.  A  guard  is  located  in  the  general  vicinity. 

Retention  and  disposal:  One  year  after  employment  is  found  or 
member  is  transferred  or  discharged. 

System  managerfs)  and  address:  Inspector-Instructor. 

Notification  procedure:  Write  or  visit  SYSMANAGER  Provide 
full  name,  social  security  number,  and  military  status.  Proof  of 
identity  may  be  established  by  military  identification  card  or  DD- 
214  and  driver’s  license. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Application  form  from  individual 
requesting  assistance  and  service  records. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MRS00004 

System  name:  Individual  Drill  Attendance  and  Retirement  Transac¬ 
tion  Card  (IDART)  File 

System  location:  All  Organized  Marine  Corps  Reserve  Units  and 
Marine  Corps  Reserve  Administrative  Activity,  Kansas  City,  Mis¬ 
souri. 

Categories  of  individuals  covered  by  the  system:  Maintained  on  all 
members  of  the  reserve  unit. 

Categories  of  records  in  the  system:  Individual’s  name,  rank,  so¬ 
cial  security  number,  pay  entry  base  date,  expiration  of  reserve 
contract,  a  record  of  drill  attendance  for  the  current  calendar  year, 
by  month,  and  retirement  points  awarded. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Unit  command  and  ad¬ 
ministrative  personnel.  Maintain  records  of  the  drill  attendance  and 
reserve  retirement  credit  points  awarded  members  of  the  unit. 

Officials  and  employees  of  the  Naval  Service  and  General  Ac¬ 
counting  Office  in  the  execution  of  their  official  duties  in  relation 
to  inspections,  investigations,  legal  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  cards  in  box  in  metal  file  cabinet. 

Retrievability:  Alphabetically  by  last  name. 

Safeguards:  File  maintained  in  a  locked  metal  file  cabinet. 

After  working  hours  the  office  and  building  are  locked.  A  guard 
is  located  in  the  general  vicinity. 

Retention  and  disposal:  Annual  cards  are  retired  in  January  fol¬ 
lowing  the  year  for  which  the  card  is  maintained.  Cards  are  kept 
for  three  years  after  retirement  and  then  burned.  Upon  transfer  of 
a  reservist,  the  IDART  is  transferred  with  the  service  record  book. 

System  managerfs)  and  address:  Headquarters,  U  S  Marine 
Corps,  Commanding  Officer  and  Inspector  Instructor  of  Organized 
Marine  Corps  Reserve  unit. 

Notification  procedure:  Write  or  visit  Inspector-Instructor  or 
Commanding  Officer  of  the  Organized  Marine  Corps  Reserve  Unit 
concerned.  Provide  full  name,  social  security  number,  and  military 
status.  Proof  of  identity  may  be  established  by  military  identifica¬ 
tion  card  or  DD-214  and  driver’s  license. 

Record  access  procedures:  Write  or  call  in  person  to  the  Inspec¬ 
tor-Instructor  or  Commanding  Officer  of  the  Organized  Marine 
Corps  Reserve  Unit  concerned. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Service  records  and  unit  attendance 
rosteriL 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MRS00005 

System  name:  Reserve  Drill  Attendance  Rosters 

System  location:  All  Organized  Marine  Corps  Reserve  Units, 
Marine  Corps  District  Headquarters,  Marine  Corps  Reserve  Force 
Administrative  Activity,  Kansas  City,  Missouri 


Categories  of  individuals  covered  by  the  system:  All  members  of 
the  Reserve  Unit  including  Reserve  Navy  personnel  attached. 

Categories  of  records  in  the  system:  Includes  name,  rank,  com¬ 
ponent  code,  social  security  number,  primary  military  occupational 
specialty,  first  additional  military  occupational  specialty  and  drill 
attendance  information. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Unit  commanders  and 
administrative  personnel  to  determine  drill  strength  and  drill  at¬ 
tendance. 

Officials  and  employees  of  the  Naval  Service  and  General  Ac¬ 
counting  Office  in  the  execution  of  their  official  duties  in  relation 
to  inspections,  investigations,  legal  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  record  in  file  folder. 

Retrievability:  Alphabetically  by  last  name.  ^ 

Safeguards:  Access  limited  to  unit  command  and  administrative 
personnel. 

After  working  hours  the  office  and  building  are  locked.  A  guard 
is  located  in  the  general  vicinity. 

Retention  and  disposal:  Two  years,  then  destroyed. 

System  manager(s)  and  address:  Marine  Corps  Reserve  Force  Ad¬ 
ministrative  Activity,  Kansas  City,  Missouri 

Notification  procedure:  Write  or  visit  Commanding  Officer  or  In¬ 
spector-Instructor  of  unit  concerned.  Provide  full  name,  social 
security  number,  and  military  status.  Proof  of  identity  may  be 
established  by  military  identification  card  or  DD-214  and  driver’s 
license. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Service  records  and  supervisor  at¬ 
tendance  reports. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MRS00006 

System  name:  Marine  Junior  Reserve  Officers  Training  Course  In¬ 
structor  Personnel  Files 

System  location:  Headquarters,  12th  Marine  Corps  District,  U.  S. 
Naval  Station  Treasure  Island,  San  Francisco,  California 

Categories  of  individuals  covered  by  the  system:  All  Senior  Marine 
Instructors  and  Marine  Instructors  for  Marine  Corps  Junior 
Reserve  Officer  Training  Course  units  sponsored  by  the  12th 
Marine  Corps  District. 

Categories  of  records  in  the  system:  File  contains  individual’s 
name,  social  security  number,  address,  school,  qualifications  and  a 
copy  of  their  contract  with  the  school. 

Authority  for  maintenance  of  the  system:  Title  S,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Marine  Corps  Junior 
Reserve  Officers  Training  Course  project  officer  and  administrative 
personnel  use  files  to  ensure  that  teaching  contracts  are  current  and 
in  consonance  the  Marine  Corps’  policy,  to  monitor  personnel 
status  of  instructors  and  administer  Marine  Corps  Junior  Reserve 
Officers  Training  Course  program. 

Officials  and  employees  of  the  Naval  Service  and  General  Ac¬ 
counting  Office  in  the  execution  of  their  official  duties  in  relation 
to  inspections,  investigations,  legal  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folder. 

Retrievability:  Files  by  name  of  school  and  alphabetically  by  last 
name. 

Saf^uards:  Access  to  information  contained  in  the  files  is  limited 
to  officials  of  the  Marine  Corps  in  execution  of  their  duties  in  rela¬ 
tion  to  the  Marine  Corps  Reserve  Officers  Training  Course  pro¬ 
gram. 

After  working  hours  the  office  and  building  are  locked.  A  guard 
is  located  in  the  general  vicinity. 
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Retention  and  disposal:  The  instructors’  period  of  employment. 

System  manager(s)  and  address:  Assistant  Director  for  Reserves, 

1 2th  Marine  Corps  District. 

Notification  procedure:  Write  or  visit  SYSMANAGER.  Provide 
full  name,  social  security  number,  and  military  status.  Proof  of 
identity  may  be  established  by  military  identification  card  or  DD- 
214  and  driver’s  license. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Individual  and  school  authorities  con¬ 
cerned. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
MRS00007 

System  name:  Unsatisfactory  Participant  Case  Files 

System  location:  Reserve  Branch  Headquarters,  12th  Marine 
Corps  District,  U.  S.  Naval  Station  Treasure  Island,  San  Francisco, 
California 

Categories  of  individuals  covered  by  the  system:  Any  individual 
who  becomes  an  unsatisfactory  participant  in  the  Organized  Marine 
Corps  Reserve  and  is  reported  to  this  Headquarters. 

Categories  of  records  in  the  system:  File  contains  copies  of  all  en¬ 
dorsements  and  correspondence  relative  to  processing  unsatisfacto¬ 
ry  participants. 

Authority  for  maintenance  of  the  system:  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Reserve  Branch,  12th 
Marine  Corps  District  uses  file  to  determine  the  location  and  pend¬ 
ing  action  on  correspondence  relating  to  unsatisfactory  participants 
and  to  manage  appropriate  administrative  and  legal  processing. 

Officials  and  employees  of  the  Naval  Service  and  General  Ac¬ 
counting  Office  in  the  execution  of  their  official  duties  in  relation 
to  inspections,  investigations,  legal  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folder. 

Retrievability:  Alphabetically  by  last  name. 

Safeguards:  Access  is  limited  to  officials  and  employees  of  the 
12th  Marine  Corps  District  in  the  performance  of  their  official  du¬ 
ties. 

After  working  hours  the  office  and  building  are  locked.  A  guard 
is  located  in  the  general  vicinity. 

Retention  and  disposal:  Records  are  temporary.  They  are  retained 
for  one  year  from  the  date  action  is  completed  on  individual  cases. 

System  manager(s)  and  address:  Assistant  Director  for  Reserves, 
12th  Marine  Corps  District. 

Notification  procedure:  Write  or  visit  SYSMANAGER.  Provide 
full  name,  social  security  number,  and  military  status.  Proof  of 
identity  may  be  established  by  military  identification  card  or  DD- 
214  and  driver’s  license. 

Recoid  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  From  reports  made  by  unit  commanders 
of  individual  unsatisfactory  participation  and  unit  attendance 
rosters. 

Systems  exempted  from  certain  provisions  of  the  act:  None 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  com¬ 
ponent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of 
records  may  be  referred,  as  a  routine  use,  to  the  appropriate  agen¬ 
cy,  whether  federal,  state,  local  or  foreign,  charged  with  the 
responsibility  of  investigating  or  prosecuting  such  violation  or 
charged  with  enforcing  or  implementing  the  statute,  rule,  regulation 
or  order  issued  pursuant  thereto. 


ROUTINE  USE  -  DISCLOSURE  WHEN  REQUESTING  IN¬ 
FORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  informa¬ 
tion  or  other  pertinent  information,  such  as  current  licenses,  if 
necessary  to  obtain  information  relevant  to  a  component  decision 
concerning  the  hiring  or  retention  of  an  employee,  the  issuance  of  a 
security  clearance,  the  letting  of  a  contract,  or  the  issuance  of  a 
license,  grantor  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED  INFOR¬ 
MATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  is¬ 
suance  of  a  security  clearance,  the  reporting  of  an  investigation  of 
an  employee,  the  letting  of  acontract,  or  the  issuance  of  a  license, 
grant,  or  other  benefit  by  the  requesting  agency,  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  requesting  agency’s 
decision  on  the  matter. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF  DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  De¬ 
partment  of  Defense  if  necessary  and  relevant  for  the  performance 
of  a  lawful  function  such  as,  but  not  limited  to,  personnel  actions, 
personnel  security  actions  and  criminal  investigations  of  the  Com¬ 
ponent  requesting  the  record. 

N00018  02 

System  name:  Bureau  of  Medicine  and  Surgery  Headquarters  Per¬ 
sonnel  System 

System  location:  Bureau  of  Medicine  and  Surgery,  Navy  Depart¬ 
ment,  Washington,  D.C.  20372 

Categories  of  individuals  covered  by  the  system:  Navy  Medical 
Corps,  Dental  Corps,  Medical  Service  Corps,  Nurse  Corps  and 
Warrant  officers  8175  -  active,  inactive,  regular,  reserve,  resigned, 
retired  and  deceased;  Navy  civilian  employees  -  GS  series  602 
(physician);  applicants  to  student  status  in  Navy  Aerospace 
Medicine,  Navy  Aerospace  Physiology  and  Navy  Aerospace  Ex¬ 
perimental  Psychology;  designated  flight  surgeons,  aerospace 
physiologists  and  aerospace  experimental  psychologists;  Navy  and 
civilian  personnel  qualiHed  as  divers;  Navy  and  civilian  personnel 
exposed  to  radiation  hazards;  civilian  physicians  applying  for  full 
time  graduate  medical  education;  distinguished/noted  civilian  physi¬ 
cians  in  capacity  of  lecturer/consultant. 

Categories  of  records  in  the  system;  All  personal  and  demographic 
data;  education,  training  and  professional  qualifications;  assignment 
history,  projected  rotation  date,  projected  release  from  active  duty 
date,  active  duty  obligation,  officer  preference  card,  and  variable 
incentive  pay/continuation  pay  selection  data;  Hospital  Corps  edu¬ 
cation  and  training  history  with  grades  received,  commanding  of¬ 
ficers’  performance  evaluation  and  recommendations;  demographic 
and  professional  information  on  civilian  physician  employees, 
periodic  and  total  lifetime  accumulated  radiation  dosage;  curricula 
vitae  of  civilian  consultants. 

Authority  for  maintenance  of  the  system:  Title  10,  U.S.  Code; 
Title  10  CFR  Part  20  ’Standards  for  Protection  Against  Radiation’. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Procurement,  training, 
promotion,  all  aspects  of  personnel  management;  career  develop¬ 
ment;  screening  and  selection  for  Hospital  Corps  training;  evalua¬ 
tion  of  candidates  for  position  of  lecturer/consultant;  mobilization 
planning  and  verification  of  Reserve  service;  management  of  physi¬ 
cal  standards;  maintenance  of  safe  radiation  protection  standards. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Automated  records  stored  on  disc,  tape,  punched  card. 
Manual  stored  in  card  files  and  folders  in  filing  cabinets. 

Retrievability;  Automated  retrieved  by  key  to  any  data  field. 
Manual  retrieved  by  full  name. 

Safeguards:  Buildings  locked  outside  regular  working  hours. 

Retention  and  disposal:  Active  duty  records  maintained  during 
period  of  active  service.  Inactive  reserve  data  cards  maintained  per¬ 
manently.  Enlisted  training  and  duty  preference  records  destroyed 
every  2  years.  Reserve  correspondence  files  retired  to  Federal 
Records  Management  Center,  St.  Louis,  Mo.  on  termination  of 
Ready  or  Standby  Reserve  affiliation.  Aerospace  Medicine  cor¬ 
respondence  files  destroyed  2  years  after  termination  of  active  ser- 
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vice;  cards  retained  permanently.  Radiation  exposure  records 
retained  for  75  years  and  destroyed.  Medical  Service  Corps 
procurement,  training  and  distribution  record  given  to  officer  when 
active  service  is  terminated.  Medical  Service  Corps  officer  data 
cards  and  professional  qualifications  record  destroyed  when  active 
service  is  terminated.  Curricula  vitae  of  lecturer/consultants 
destroyed  on  termination  of  status. 

System  manager(s)  and  address:  Chief,  Bureau  of  Medicine  and 
Surgery 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  Chief,  Bureau  of  Medicine  and  Surgery,  Navy  Depart¬ 
ment,  Washington,  D.C.  20372.  The  request  should  contain  full 
name,  rank,  SSAN,  file  number  (if  any),  and  designator.  Records 
may  be  reviewed  at  Potomac  Annex,  23rd  and  E  Street,  N.W. 
Washington,  D.C.  20372,  Monday  through  Friday,  except  holidays, 
from  0800  to  1630.  The  individual  should  establish  his  identity  with 
some  standard  type  of  identification  card  showing  name  and  a 
recent  photograph. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  System  Manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Military  bureaus.  Headquarters,  offices 
and  commands;  educational  institutions  and  training  hospitals; 
Boards,  Colleges  and  associations  of  professional  licensure  and 
medical  specialties;  letters  and  telephone  conversations  from  in¬ 
dividuals;  automated  system  interfaces. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
N002S0  FIDELITY  BOND 

System  name:  Commercial  Fidelity  Bond  Insurance  Records 

System  locafion:  Commanding  Officer,  Navy  Resale  System  Of¬ 
fice,  3rd  Ave.  &  29th  St.  Brooklyn,  NY  11232  (for  all  Navy 
Exchanges). 

Categories  of  individuals  covered  by  the  system:  Civilian  and  mili¬ 
tary  personnel  assigned  to  Navy  exchanges,  who  the  duly  con¬ 
stituted  authority  (usually  a  Board  of  Investigation  appointed  by  the 
base  Commanding  Officer)  has  established  to  be  guilty  of  a 
dishonest  act  which  has  resulted  in  a  loss  of  money,  securities  or 
other  property,  real  or  personal,  for  which  the  exchange  is  legally 
liable. 

Categories  of  records  in'  the  system:  Equipment  Loss  Reports, 
Cash  and/or  Merchandise  Loss  Reports  from  Navy  exchanges,  in¬ 


cluding  correspondence  relating  to  losses. 

Authority  for  maintenance  of  the  system:  5USC  301  and  10  DSC 
5031 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  information, 
as  required,  to  the  insurance  carrier  (Fidelity  Bond  Underwriter) 
for  appropriate  coverage,  as  well  as  to  render  appropriate 
assistance  in  processing  insurance  claims. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  The  media  in  which  these  records  are  maintained  varies 
but  includes  file  folders  and  ledgers. 

Retrievability:  Name,  payroll  number,  service  number,  activity. 

Safeguards:  Locked  file  cabinets;  locked  offices  which  when 
open  are  supervised  by  appropriate  personnel;  security  guards. 

Retention  and  disposal:  Navy  exchange  records  retention  stan¬ 
dards  are  contained  in  the  ’Disposal  of  Navy  and  Marine  Corps 
Records,  Part  II,  chapters  4  and  5  and/or  the  Navy  Exchange 
Manual. 

System  manager(s)  and  address:  Commanding  Officer,  Navy 
Resale  System  Office,  3rd  Ave.  and  29th  St.,  Brooklyn,  NY  11232 

Notification  procedure:  Written  contact  may  be  made  by  ad¬ 
dressing  inquiries  to: 

Director,  Controller  Division  (FM) 

Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn,  NY  11232 

In  the  initial  inquiry  the  requestor  must  ^provide  full  name, 
payroll  or  military  service  number  and  activity  where  they  had  their 
dealings.  A  list  of  other  offices  the  requestor  may  visit  will  be  pro¬ 
vided  after  initial  contact  is  made  at  the  office  listed  above.  At  the 
time  of  a  personal  visit,  requestors  must  provide  the  following 
proof  of  identity;  Name,  date  of  birth,  place  of  birth,  father’s  first 
name,  mother’s  maiden  name. 

Record  access  procedures:  The  agency’s  rules  for  access  to 
records  may  be  obtained  from  the  system  manager. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories:  The  individual;  the  insurance  un¬ 
derwriter;  audit  reports;  investigatory  reports  and/or  activity  loss 
records. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
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DEPARTMENT  OF  DEFENSE 
PRIVACY  ACT  OF  1974 
Notice  of  Systems  of  Records 
Correction 

In  FR  Doc.  75021075  published  in  the  FEDERAL  REGISTER  (40 
FR  35151)  of  August  18,  1975  setting  forth  the  systems  of  records 
prescribed  by  the  Privacy  Act  of  1974  within  the  Department  of 
Defense,  the  following  Department  of  the  Air  Force  system  of 
records  was  omitted  due  to  oversight  on  page  35704,  column  2, 
between  record  systems  notices  F19001  02  ALSA  and  F20002 
OLAEAQA.  Any  public  comments,  including  written  data,  views  or 
arguments  concerning  the  following  system  of  records  should  be 
addressed  to  the  system  manager  identified  in  the  notice  on  or  be¬ 
fore  September  29,  1975. 

F19002  A58WWYK 

System  name:  Home  Town  News  Release  Background  Data  File 

System  location:  United  States  Air  Force  Home  Town  News 
Center,  Tinker  Air  Force  Base,  OK  73145.  Subsystems  of  the  main 
system  may  be  located  at  the  Information  Office  of  the  Air  Force 
Base  or  Air  National  Guard  or  Air  Force  Reserve  or  similar  instal¬ 
lation  to  which  an  individual  is  assigned. 

Categories  of  individuals  covered  by  the  system:  Active  duty  Air 
Force  personnel.  Air  Reserve  or  Air  National  Guard  personnel 
recently  selected  for  promotion,  reassigned,  awarded  a  medal  or 
decoration,  or  who  otherwise  participated  in  a  newsworthy  event. 

Categories  of  records  in  the  system:  Biographical  information  in¬ 
cluding,  but  not  necessarily  limited  to  name,  current  grade,  marital 
status,  local  address,  name  and  address  of  parents,  educational 
background,  and  military  history;  photographs.  In?ormation  is 
usually,  but  not  necessarily,  contained  in  a  USAF  Home  Town 
News  Release  Form  or  similar  form. 

Authoritv  for  maintenance  of  the  system:  5  USC  301  and  10  USC 
8012. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Preparation  of  news 
releases  for  distribution  to  newspapers  and  broadcast  stations 
throughout  the  United  States. 

Policies  and  practices  for  .storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Maintained  in  the  file  folders  in  file  cabinets. 

Retrievability:  Filed  by  name  within  date  of  release. 

Safeguards:  Records  are  accessed  by  authorized  persons  respon¬ 
sible  for  servicing  the  records  system  in  the  performance  of  their 
official  duties.  Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  Home  Town  News  Center 
files  until  90  days  after  monthly  cut-off,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning.  Local  files 
may  be  retained  for  one  year  and  are  then  destroyed  by  tearing  into 
pieces,  shredding,  pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Director  of  Information,  Office 
of  the  Secretary  of  the  Air  Force,  Washington,  DC  20330. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Commander,  USAF  Home  Town  News  Center,  Tinker 
AFB,  OK  73145.  When  inquiring  about  a  subsystem,  inquiries 
should  be  addressed  to  the  Information  Officer  at  the  base  or  in¬ 
stallation  of  the  individual's  assignment.  Mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force  systems  notice. 

Record  access  procedures:  Individuals  can  obtain  assistance  in 
gaining  access  from  the  Commander,  USAF  Home  Town  News 
Center,  or  the  installation  Information  Officer. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  the  in¬ 
dividual. 

Systems  exempted  fnnn  certain  provisions  of  the  act:  NONE 
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COMMISSION 

PROPOSED  NOTICES  OF  SYSTEMS  OF 
RECORDS  TO  IMPLEMENT  THE  PRIVACY 
ACT  OF  1974 

Pursuant  to  the  provisions  of  the  Pri¬ 
vacy  Act  of  1974,  5  U.S.C.  552a,  the  Com¬ 
modity  Futures  Trading  Commission  has 
published  proposed  rules  relating  to  rec¬ 
ords  maintained  by  the  Commission  con¬ 
cerning  individuals.  The  proposed  rules 
deal  with  an  individual’s  right  to  know 
what  information  the  Commission  has 
in  its  flies  concerning  him,  his  right  to 
have  access  to  those  records,  his  right  to 
petition  the  Commission  to  have  inac¬ 
curate  or  incomplete  records  amended 
or  corrected,  and  his  right  not  to  have 
personal  information  disseminated  to 
unauthorized  persons  [40  Fed.  Reg.  32839 
(August  5,  1975)'].' 

To  Implement  further  th®  requirements 
of  the  Privacy  Act  the  Commission  is  re¬ 
quired  annually  to  publish  a  notice  of 
the  existence  and  character  of  each 
“system  of  records”  it  maintains  which 
contains  information  about  individuals.’ 
When  read  in  conjunction  with  the  Com¬ 
mission’s  rules,  these  “system  notices” 
will  provide  the  individual  with  the  in¬ 
formation  he  needs  fully  to  exercise  his 
rights  under  the  Privacy  Act.  The  system 
notices  which  the  Commission  proposes 
to  issue  are  set  forth  below. 

Elach  system  notice  contains  the  fol¬ 
lowing  information; 

1.  the  name  and  location  of  the  system; 

2.  the  categories  of  individuals  on 
whom  records  are  maintained  in  the  sys¬ 
tem; 

3.  the  categories  of  records  maintained 
in  the  system ; 

4.  each  routine  use  of  the  records  con¬ 
tained  in  the  system,  including  the  cate¬ 
gories  of  users  and  the  purpose  of  each 
use; 

5.  the  policies  and  practices  of  the 
agency  regarding  stc’*age,  retrievability, 
access  controls,  retention,  and  disposal 
of  the  records; 

6.  the  title  and  business  address  of  the 
agency  oCBcial  who  is  responsible  for  the 
system  of  records; 

7.  the  agency  procedures  by  which  an 
individual  can  And  out  whether  the  sys¬ 
tem  of  records  contains  a  record  per¬ 
taining  to  him; 

8.  the  agency  procedures  by  which  an 
iridividual  can  And  out  how  he  may  gain 
access  to  any  record  pertaining  to  him 
contained  in  the  system  of  records,  and 
how  he  can  contest  the  content  of  the 
record;  and 


‘  The  full  text  of  the  Commission’s  rules 
implementing  the  Privacy  Act  should  be  con¬ 
sulted  for  a  detailed  description  of  the  pro¬ 
cedures  to  be  followed. 

=  A  “system  of  records”  covered  by  the 
Privacy  Act  Is  deflned  as  a  group  of  records 
under  the  control  of  the  Commission  from 
which  Information  Is  retrieved  by  the  name 
of  the  Individual  or  by  some  other  Identifier 
unique  to  the  individual. 


NOTICES 

9.  The  categories  of  sources  of  records 
in  the  system.* 

The  Location  of  Systems  of  Records 

The  first  and  sixth  items  described 
above  call  for  the  address  of  the  Com¬ 
mission  office  involved.  The  Commission 
maintains  offices  in  the  following  loca¬ 
tions: 

1120  Connecticut  Ave.,  NW.,  Washington,  D.C. 

20036,  Telephone:  (202)  254-8630. 

141  West  Jackson  Blvd.,  Room  A-1,  Chicago, 

Ill.  60604;  Telephone:  (312)  353-5990. 

356  Board  of  Trade  Bldg.,  4800  Main  St.,  Kan¬ 
sas  City,  Mo.  64112,  Telephone:  (816)  374- 

2994. 

61  Broadway,  Room  2101,  New  York,  N.Y. 

10006,  Telephone:  (212)  264-1028. 

Two  Embarcadero  Center,  Suite  975,  San 

Francisco,  Calif.  94111,  Telephone:  (415) 

556-7503. 

510  Orain  Exchange  Bldg.,  Minneapolis,  Minn. 

55415,  Telephone:  (612)  725-2025. 

Where  multiple  locations  are  involved  in 
a  system  notice,  rather  than  listing  each 
address  the  notice  merely  identifies  the 
offices  and  refers  to  this  introductory 
section  for  each  address.  In  the  system 
notice,  the  Washington  office  is  referred 
to  as  the  “principal  office,”  the  Chicago, 
Kansas  City  and  New  York  offices  as  the 
“regional  offices,”  and  all  offices  collec¬ 
tively  are  described  as  “all  CFTC  offices.” 

In  many  cases  records  within  a  system 
will  not  all  be  available  at  each  of  the 
offices  listed  in  the  system  notice.  For  ex¬ 
ample,  investigation  Ales  are  basically 
maintained  in  the  office  where  the  in¬ 
vestigation  is  being  conducted,  but  cer¬ 
tain  information  may  be  maintained  in 
other  offices  as  well.  Similarly,  many  but 
not  necessarily  all  employee  records  are 
maintained  in  the  particular  office  where 
the  employee  works.  In  addition,  the 
Commission’s  computer  is  physically 
located  in  Chicago,  although  information 
in  computer  printout  form  may  be  avail¬ 
able  in  any  office. 

Of  course,  it  will  be  the  Commission’s 
responsibility,  unless  otherwise  specified 
in  the  system  notice,  to  determine  where 
the  particular  records  being  sought  are 
located.  However,  if  the  individual  seek¬ 
ing  the  records  in  fact  knows  the  loca¬ 
tion,  it  would  be  helpful  to  the  Commis¬ 
sion  if  he  would  indicate  that  location. 

Scope  and  Content  of  Systems  of 
Records 

’The  Privacy  Act  applies  to  personal 
information  about  individuals;  it  does 
not  apply  to  the  extent  that  the  indi¬ 
vidual  is  acting  in  an  entrepreneurial 


®Two  systems  of  records,  one  relating  to 
investigatory  material  compiled  for  law  en¬ 
forcement  purposes  and  the  other  relating  to 
confidential  Information  obtained  during 
employee  background  Investigations,  have 
been  exempted  In  the  Commission’s  proposed 
rules  from  certain  requirements  of  the 
Privacy  Act,  as  authorized  under  the  Privacy 
Act,  5  U.S.C.  552a(k).  Among  the  re¬ 
quirements  from  which  these  systems  have 
been  exempted  Is  the  requirement  that  the 
Information  listed  under  Items  (7),  (8),  and 
(9)  above,  be  furnished. 
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capacity.  Since  the  Commission’s  re¬ 
sponsibilities  pertain  to  the  regulation  of 
business  entities  or  to  individuals  who 
are  acting  in  a  business  capacity,  much 
of  the  information  contained  in  the  Com¬ 
mission’s  records  does  not  come  within 
the  purview  of  the  Privacy  Act. 

On  the  other  hand,  personal  informa¬ 
tion  subject  to  the  provisions  of  the 
Privacy  Act  may  sometimes  be  found  in 
a  system  of  records  that  might  appear  to 
relate  solely  to  commercial  matters.  For 
example,  the  system  of  records  entitled 
“registration  of  futures  commission  mer¬ 
chants”  ‘  contains  essentially  business  in¬ 
formation.  However,  the  application  for 
registration  contains  a  few  items  of  per¬ 
sonal  information  concerning  key  per¬ 
sonnel  of  the  registrant  firm.  Since  the 
capability  exists  through  the  Commis¬ 
sion’s  computer  to  retrieve  information 
from  this  system  of  records  not  only  by 
use  of  the  name  of  the  futures  commis¬ 
sion  merchant  but  also  by  the  use  of  the 
name  of  these  individuals,  this  informa¬ 
tion  is  within  the  purview  of  the  Privacy 
Act.® 

Such  a  capability  would  generally  not 
exist,  however,  in  a  Commission  staff 
investigation  of  the  activities  of  the 
futures  commission  merchant.  Thus,  if 
the  investigation  were  opened  under  the 
name  of  the  futures  commission  mer¬ 
chant,  information  would  be  retrievable 
only  under  that  name.  Accordingly,  in¬ 
formation  about  principals  of  a  firm 
under  investigation  which  might  be  de¬ 
veloped  during  the  investigation  would 
generally  not  be  retrievable  by  the  name 
of  the  individual,  and  the  provisions  of 
the  Privacy  Act  would  not  apply. 

General  Statement  of  Rou-hne  Uses 

A  principal  purpose  of  the  Privacy  Act 
is  to  restrict  the  unauthorized  dissemina¬ 
tion  of  personal  information  concerning 
the  individual.  In  this  connection,  the 
Privacy  Act  and  the  Commission’s  pro¬ 
posed  rules  prohibit  all  dissemination  ex¬ 
cept  for  specific  purposes.* 

The  Act  and  the  proposed  rules  specifi¬ 
cally  provide  that  disclosure  may  be 
made  with  the  consent  of  the  individual 
to  whom  the  record  pertains.  Disclosure 
may  also  be  made  to  those  officers  and 
employees  of  the  Commission  who  need 
the  record  in  the  performance  of  their 
duties.  In  addition,  disclosures  are  au¬ 
thorized  if  they  are  made  pursuant  to 
the  terms  of  the  Freedom  of  Informa¬ 
tion  Act.  5  U.S.C.  552. 

In  addition,  the  Privacy  Act  and  the 
Commission’s  rules  permit  disclosure  of 


*  A  futures  commission  merchant  is  some¬ 
one  engaged  In  soliciting  or  in  accepting 
orders  for  the  purchase  or  sale  of  commodity 
futures  In  the  manner  defined  In  Section  2(a) 
of  the  Commodity  Exchange  Act,  7  U.S.C.  2. 

=  See  definition  of  system  of  records  In  foot¬ 
note  1. 

« Individuals  should  refer  to  the  full  text 
of  the  Privacy  Act,  5  U.S.C.  552a(b)  and  to 
the  Commission’s  proposed  rules  for  a  com¬ 
plete  list  of  authorized  disclosures.  Only 
those  arising  most  frequently  have  been  men¬ 
tioned  herein. 
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individual  records  if  it  is  for  a  “routine 
use.”  which  is  defined  as  a  use  of  a  rec¬ 
ord  which  is  compatible  with  the  purpose 
for  which  it  was  collected.  The  system 
notice  for  each  system  of  records  is  re¬ 
quired  to  list  each  of  these  routine  uses. 

Many  of  the  routine  uses  of  Commis¬ 
sion  records  are  applicable  to  a  number 
of  systems.  These  included  the  following: 

1.  The  information  in  the  system  may 
be  used  by  the  Commission  in  any  ad¬ 
ministrative  proceeding  before  the  Com¬ 
mission.  in  any  injunctive  action  author¬ 
ized  under  the  Commodity  Ebcchange  Act 
or  in  any  other  action  or  proceeding  in 
which  the  Commission  or  any  member 
of  the  Commission  or  its  staff  partic¬ 
ipates  as  a  party  or  the  Commission  par¬ 
ticipates  as  amicus  curiae,  and  may  be 
disclosed  in  response  to  a  subpoena  is¬ 
sued  in  the  course  of  a  proceeding  to 
which  the  Commission  is  not  a  party. 

2.  The  information  may  be  given  to 
the  Justice  Department,  the  Securities 
and  Exchange  Commission,  the  United 
States  Postal  Service,  the  Internal  Rev¬ 
enue  Service,  the  Department  of  Agri¬ 
culture,  the  Civil  Service  Commission 
and  to  other  federal,  state  or  local  law 
enforcement  or  regulatory  agencies  for 
use  in  meeting  responsibUities  assigned 
to  them  under  law,  or  made  available  to 
any  member  of  Congress  who  is  acting  in 
his  capacity  as  a  member  of  Congress. 

3.  The  information  may  be  given  to 
any  board  of  trade  designated  as  a  con¬ 
tract  market  by  the.  Commission  if  the 
Commission  has  reason  to  believe  this 
will  assist  the  contract  market  in  carry¬ 
ing  out  its  responsibilities  imder  the 
Commodity  Exchange  Act,  7  U.S.C.  1, 
et  seq. 


NOTICES 

4.  At  the  discretion  of  the  Commission 
staff,  the  information  may  be  given  or 
shown  to  anyone  during  the  course  of  a 
Commission  inquiry  or  the  investigation 
if  the  staff  has  reason  to  believe  that  the 
p>erson  to  whom  it  is  disclosed  may  have 
further  information  about  the  matters 
discussed  therein,  and  those  matters  ap¬ 
pear  relevant  to  the  subject  of  the  inves¬ 
tigation. 

5.  The  information  may  be  included  in 
a  public  report  issued  by  the  Commission 
following  an  investigation,  to  the  extent 
that  this  is  authorized  under  Section  8 
of  the  Commodity  Exchange  Act,  7  U.S.C. 
12.  Section  8  authorizes  publication  of 
such  reports  bu^  contains  restrictions  on 
the  publication  of  certain  types  of  sen¬ 
sitive  business  information  developed 
during  an  investigation.  In  certain  con¬ 
texts  some  of  this  information  might  be 
considered  personal  in  nature. 

6.  The  information  may  be  disclosed  to 
a  federal  agency  in  response  to  its  request 
in  connection  with  the  hiring  or  reten¬ 
tion  of  an  employee,  the  issuance  of  a 
security  clearance,  the  reporting  of  an 
investigation  of  an  employee,  the  letting 
of  a  contract,  or  the  issuance  of  a  license, 
grant  or  other  benefit  by  the  requesting 
agency,  to  the  extent  that  the  informa¬ 
tion  may  be  relevant  to  the  requesting 
agency’s  decision  on  the  matter. 

7.  The  information  may  be  disclosed  to 
a  prospective  employer  in  response  to  its 
request  in  connection  with  the  hiring  or 
retention  of  an  employee,  to  the  extent 
that  the  information  is  believed  to  be 
relevant  to  the  prospective  employer’s 
decision  in  the  matter. 

8.  The  information  may  be  disclosed 
to  any  person,  pursuant  to  Section  12(a) 


of  the  Commodity  Exchange  Act,  7  U.S.C. 
16(a).  when  disclosure  will  further  the 
policies  of  that  Act  or  of  other  provisions 
of  law.  Section  12(a)  authorizes  the 
Commission  to  cooperate  with  various 
other  government  authorities  or  with 
“any  p>erson.” 

To  avoid  unnecessary  repetition  of 
these  routine  uses,  where  they  are  gen¬ 
erally  applicable  the  system  notice  refers 
the  reader  to  the  above  description.  Un¬ 
less  otherwise  indicated,  where  the  sys¬ 
tem  notice  contains  a  reference  to  the 
foregoing  routine  uses  all  of  the  eight 
routine  uses  listed  above  apply  to  that 
system. 

•  «  •  •  • 

Interested  persons  are  invited  to  ex¬ 
press  their  views  and  comments  on  the 
proposed  system  notices.  Comments  are 
solicited  in  particular  concerning  the 
routine  use  portion  of  those  notices,  and 
the  Commission’s  method  of  treating 
those  routine  uses  as  described  in  the 
previous  paragraph.  To  be  considered, 
written  statements  should  be  submitted 
to  Commodity  Futures  Trading  Commis¬ 
sion,  Attn.:  ecu,  1120  Connecticut  Ave¬ 
nue  NW.,  Washington,  D.C.  20036,  on  or 
before  September  18, 1975.  All  such  com¬ 
munications  will  be  available  for  public 
inspection. 

Issued  in  Washington,  D.C.,  on  Au¬ 
gust  22.  1975. 

William  T.  Bagley, 
Chairman,  Commodity  Futures 
Trading  Commission. 

Following  are  the  proiiosed  system 
notices: 
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CFTC— 1 

System  name:  Complaint  Register  and  Complaint  Indices — CFTC 

System  location:  Records  in  this  system  are  maintained  in  the 
Commission’s  principal  office  and  in  each  of  the  regional  offices. 
Addresses  and  telephone  numbers  of  these  offices  are  set  forth  in 
the  introduction  to  these  system  notices  under  the  caption 
“location  of  systems  of  records.” 

Categories  of  individuals  covered  by  the  system:  a.  Persons  ^dleged 
to  have  violated  or  suspected  of  having  violated  the  Commodity 
Exchange  Act  or  the  rules  and  regulations  adopted  thereunder. 

b.  Persons  lodging  complaints  with  the  Commission. 

Categories  of  records  in  the  system:  The  records  in  this  system  in¬ 
clude: 

a.  The  complaint  register,  a  summary  of  complaints  received 
from  the  public  concerning  an  individual  (or  business  entity)  as  well 
as  a  summary  of  leads  as  to  possible  areas  of  violation  which  were 
developed  from  other  sources.  A  complaint  number  is  assigned  to 
each  case  and  the  record  is  filed  according  to  that  number.  The  re¬ 
gister  also,  among  other  matters,  names  the  individual  complained 
about,  his  employer,  the  name  of  the  complainant,  the  type  of  com¬ 
plaint,  the  date  received,  the  disposition,  the  date  closed  and  the  in¬ 
vestigator  assigned. 

b.  The  complaint  index,  which  contains  a  summary  of  the  same 
information  as  the  complaint  register,  but  is  maintained 
alphabetically  by  the  name  of  the  person  who  is  the  subject 
of  the  complaint. 

c.  The  complainant  index,  which  contains  a  summary  of  the  same 
information  as  the  complaint  register  but  is  maintained  alphabeti¬ 
cally  by  the  name  of  the  complainant. 

Authority  for  maintenance  of  the  system:  Section  8  of  the  Com¬ 
modity  Exchange  Act,  7  U.S.C.  12. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  applica¬ 
ble  to  this  system  of  records  are  set  forth  in  the  introduction  to 
these  system  notices  under  the  caption  “general  statement  of  rou¬ 
tine  uses.” 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders,  binders  and  on  index  cards. 

Retrievability:  Information  in  the  register  is  retrievable  by  as¬ 
signed  complaint  number.  This  is  cross-indexed  to  the  individual’s 
name  through  the  complaint  index  and  complainant  index. 

Safeguards:  Records  arc  located  in  secured  rooms  or  on  secured 
premises  with  access  limited  to  those  whose  official  duties  require 
access.  In  appropriate  cases  the  records  are  maintained  in  lockable 
file  cabinets. 

Retention  and  disposal:  The  index  is  maintained  indefinitely.  The 
register  is  maintained  on  the  premises  for  5  years,  then  in  the 
Federal  Records  Center  for  5  years  before  being  destroyed. 

System  manager(s)  and  address:  The  Director  of  the  Compliance 
Bureau  in  the  Commission’s  principal  office  and  the  Regional  Ad¬ 
ministrator  of  each  of  the  regional  offices.  Addresses  of  these  of¬ 
fices  are  set  forth  in  the  introduction  to  these  system  notices  under 
the  caption  “location  of  systems  of  records.” 

Notification  procedure:  Individuals  seeking  to  determine  whether 
this  system  of  records  contains  information  about  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit,  Commodity  Futures  Trad¬ 
ing  Commission;  1120  Connecticut  Avenue,  N.W.;  Washington, 
D.C.  20036,  Telephone:  (202)  254-8630. 

Record  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 

Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  contained  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  in  the  notification  section  above. 

Record  source  categories:  Persons  submitting  complaints  to  the 
Commission;  other  miscellaneous  sources  including  customers, 
other  law  enforcement  and  regulatory  agencies,  commodity 
exchanges,  various  trade  sources,  and  items  generated  internally  by 
the  Commission  staff. 

CFTC— 2 

System  name:  Correspondence  Files — CFTC 


System  locaticm:  These  reccn-ds  are  maintained  in  the  Conunis- 
sion’s  principal  offices  at  1120  Cloimecticut  Avenue,  N.W., 
Washin^on,  D.C.  20036 

Categories  of  individuals  covered  by  the  system:  Persons  cor¬ 
responding  with  the  Commission,  directly  or  through  attOTneys  or 
other  representatives.  Persons  discussed  in  correspondence  to  or 
from  the  Commission. 

Categories  of  records  in  the  system:  This  system  contains  incom¬ 
ing  and  outgoing  correspondence  and  indices  of  correspondence, 
and  certain  internal  reports  and  memoranda  related  to  the  cor¬ 
respondence. 

This  system  does  not  include  all  Commission  correspondence, 
but  only  those  records  which  are  part  of  a  general  correspondence 
file  maintained  by  the  office  involved.  It  does  not  include  cor¬ 
respondence  indexed  by  subject  matter,  by  date  or  by  assigned 
number,  unless  there  is  a  cross  indexing  capability  by  individual 
name.  It  does,  however,  iiKlude  correspondence  files  mmntained 
by  the  Office  of  Public  Information  relating  to  requests  by  in¬ 
dividuals  under  the  Freedom  of  Information  Act  and  the  Privacy 
Act. 

Authority  for  maintenance  of  the  system:  44  U.S.C.  3101 

Routine  uses  of  records  maintained  in  the  system,  iiKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  applica¬ 
ble  to  this  system  of  records  are  set  forth  in  the  introduction  to 
these  system  notices  under  the  caption  “general  statement  of  rou¬ 
tine  uses.” 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders,  in  looseleaf  binders,  or  on 
index  cards. 

Retrievability:  By  name.  This  may  be  the  name  of  the  person 
who  sent  the  letter,  the  person  who  received  the  letter,  or  the  per¬ 
son  on  whose  behalf  the  letter  was  sent  or  received.  On  occasion  it 
may  also  be  another  person  who  was  the  principal  subject  of  the 
letter,  where  circumstances  appear  to  justify  this  treatment.  See 
previous  discussion  concerning  the  category  of  records  maintained 
in  this  system. 

Safeguards:  Records  are  located  in  secured  rooms  or  on  secured 
premises  with  access  limited  to  those  whose  official  duties  require 
access. 

Retention  and  disposal:  These  records  are  maintained  indefinitely 
or  for  varying  perils  of  time  depiending  on  the  policies  and  prac¬ 
tices  of  the  offices  involved. 

System  manager(s)  and  address:  The  system  managers  include: 
a.the  General  Counsel;  b.the  Director  of  the  Office  of  Public  Infor¬ 
mation;  c.the  Director  of  the  Compliance  Bureau;  d.the  Chief  of 
the  Correspondence  Control  Unit.  AH  are  located  at  1120  Connec¬ 
ticut  Avenue,  N.W.,  Washington,  D.C.  20036 

Notification  procedure:  Individuals  seeking  to  determine  whether 
this  system  of  records  contains  information  about  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit;  Commodity  Futures  Trad¬ 
ing  Commission;  1120  Connecticut  Avenue,  N.W.;  Washington, 
D.C.  20036,  Telephone:  (202)  254-8630.  The  request  should  specify 
the  system  manager  under  whose  jurisdiction  the  records  are  main¬ 
tained,  if  known. 

Record  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 

Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  contained  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  in  the  notification  section  above. 

Record  source  categories:  Persons  corresponding  with  the  Com¬ 
mission  and  correspondence  and  memoranda  prepared  by  the  Com¬ 
mission. 

CFTC—  3 

System  name:  Docket  Files — CFTC 

System  location:  The  records  are  maintained  in  the  Office  of 
Hearings  and  Appeals  in  the  Commission’s  priricipal  offices  at  1120 
Connecticut  Avenue,  N.W.,  Washington,  D.C.  20036. 

Categories  of  individuals  covered  by  the  system:  Parties  and  other 
persons  involved  in  any  CFTC  proceeding. 

Categories  of  records  in  the  system:  The  records  in  this  system  in¬ 
clude  all  pleadings,  motions,  applications,  stipulations,  affidavits. 
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transcripts  and  documents  introduced  as  evidence,  briefs,  orders, 
findings,  opinions,  and  other  matters  which  are  part  of  the  record 
of  an  administrative  proceeding.  They  also  contain  related  cor¬ 
respondence  and  indices. 

Authority  for  maintenance  of  the  system:  The  Commission  is 
authorized  or  required  to  conduct  hearings  under  several  provisions 
of  the  Commodity  Exchange  Act.  The  maintenance  of  these  files  is 
a  necessary  concomitant  for  the  conduct  of  orderly  hearings.  See 
also  44  U.S.C.  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  are  public  records, 
except  to  the  extent  the  Commission  or  the  assigned  hearing  officer 
determines  they  may  be  treated  as  non-public  consistent  with  the 
provisions  of  the  Freedom  of  Information  Act  and  that  for  good 
cause  they  should  be  treated  as  non-public.  Non-public  portions 
may  be  used  for  any  purpose  specifically  authorized  by  the  hearing 
officer  who  ordered  non-public  treatment  or  by  the  Commission. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Relriev ability:  These  records  are  filed  by  the  docket  number  and 
cross-indexed  by  the  respondent's  name,  and  his  attorney's  name. 

Safeguards;  The  information  in  these  files  is  in  most -cases  a 
matter  of  public  record.  Those  items  which  the  Commission  or  the 
hearing  officer  has  directed  be  kept  non-public  are  segregated  and 
precautions  are  taken  to  assure  that  access  is  restricted  only  to 
authorized  personnel. 

Retention  and  disposal:  These  records  are  maintained  in  the  files 
of  the  Commission  indefinitely. 

System  manager(s)  and  address:  Director  of  Hearings  and  Ap¬ 
peals,  Commodity  Futures  Trading  Commission,  1120  Connecticut 
Avenue,  N  W.,  Washington,  D  C.  20036. 

Notification  procedure:  Individuals  seeking  to  determine  whether 
this  system  of  records  contains  information  abtmt  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit,  Commodity  Futures  Trad¬ 
ing  Commission.  1120  Connecticut  Avenue,  N.W.,  Washington. 
D  C.  200.36,  Telephone.  (202)  254-8630. 

Record  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 

Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  conUiined  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  in  the  notification  section  above. 

Record  source  categories:  Commission  staff  members;  opposing 
parties;  their  attorneys;  witnesses  in  the  prtKceding;  the  hearing  of¬ 
ficer  assigned  to  the  proceeding;  and  other  miscellaneous  sources. 

C'lTC— 4 

System  name:  F'mployee  Leave.  Time  and  Attendance — CFTC 

System  location;  These  records  are  mainUiined  by  all  CFTC  of¬ 
fices  at  the  notices  under  the  caption  “location  of  systems  of 
records.” 

Categories  of  individuals  covered  by  the  system:  All  CFTC  em¬ 
ployees. 

Categories  of  records  in  the  system:  This  system  includes  various 
records  reflecting  a  breakdown  of  time  and  attendance  of  CFTC 
employees,  and  a  record  of  leave  sUitus. 

Authority  for  maintenance  of  the  svstem:  5  U.S.C.  6301-6323  ;  44 
U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  a.  This  information  may 
be  provided  to  other  federal  agencies  in  response  to  requests  for 
the  purpose  of  hiring  or  retaining  employees,  and  may  be  provided 
to  other  prospective  employers,  to  the  extent  that  the  information 
is  relevant  to  the  prospective  employer's  decision  in  the  matter. 

b.  The  information  may  be  provided  to  the  Justice  Department  or 
other  federal  agencies  or  used  by  the  Commission  in  connection 
with  any  investigation,  or  administrative  or  legal  proceeding  involv¬ 
ing  any  violation  of  any  federal  law  or  requirement  thereunder. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  or  on  index  cards. 

Retrievability:  By  the  name  of  the  employee  or  by  the  employee 
number,  cross-indexed  by  name. 


Safeguards:  The  redcords  are  maintained  in  locked  cabinets. 

Retention  and  disposal:  Records  for  current  employees  are  main¬ 
tained  for  three  years;  the  final  record  of  former  employees  is 
maintained  for  ten  years,  then  destroyed. 

System  manager(s)  and  address:  For  employees  of  the  Commis¬ 
sion's  principal  office  records  are  maintained  by  the  Budget  Of¬ 
ficer.  For  regional  office  employees,  records  are  maintained  by  the 
administrative  officer  in  each  CFTC  office.  Addresses  of  CFTC  of¬ 
fices  are  set  forth  in  the  introduction  to  these  system  notices  under 
the  caption  “location  of  systems  of  records.” 

Notification  procedure:  Individuals  seeking  to  determine  whether 
this  system  of  records  contains  information  about  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit,  Commodity  Futures  Trad¬ 
ing  Commission,  1120  Connecticut  Avenue,  N.W.,  Washington, 
D  C.  20036.  Telephone:  (202)  254-8630. 

Record  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 

Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  contained  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  in  the  notification  section  above. 

Record  source  categories:  The  individual  on  whom  the  record  is 
maintained. 

CFTC— 5 

System  name:  Employee  Personnel  Records — CFTC 

System  location:  These  records  are  maintained  in  the  principal  of¬ 
fice  and  in  the  regional  offices.  Addresses  and  telephone  numbers 
of  CFTC  offices  are  set  forth  in  the  introduction  to  these  system 
notices  under  the  caption  “location  of  systems  of  records.” 

Categories  of  individuals  covered  by  tbe  system:  All  CFTC  em¬ 
ployees. 

Categories  of  records  in  the  system:  Miscellaneous  records  relating 
to  personnel  matters.  Information  maintained  at  the  local  level  in¬ 
cludes  among  other  matters:  a.  the  service  record,  containing  the 
employee’s  name,  birth  date,  social  security  number,  veterans 
preference,  tenure  group,  service  computation  date,  insurance  in¬ 
formation,  retirement,  current  residence  and  phone  number,  marital 
status,  and  emergency  phone  number;  b.  other  unofficial  files  in¬ 
cluding  the  employment  application  and  related  employment 
papers,  copies  of  earnings  statements,  personnel  actions,  copies  of 
Ciovemment  ID  cards  such  as  motor  vehicle  operator’s  license,  ap¬ 
plications  for  bond  withholding,  tax  withholding  and  records  of 
other  withholding  such  as  life  insurance  and  health  benefits. 

The  records  maintained  in  the  principal  office  for  all  employees 
include:  a.  forms  required  and  records  maintained  under  the  Com¬ 
mission's  rules  of  conduct;  b.  pre-employment  inquiries  not  in¬ 
cluded  within  “exempted  employee  background  investigation 
materials;”  c.  various  sununary  materials  received  in  computer 
printout  form  from  the  National  Finance  Center  -  U.S.  Department 
of  Agriculture  based  on  information  provided  by  the  Commission 
from  its  personnel  records;  d.  card  indices  reflecting  various  infor¬ 
mation  contained  in  other  personnel  records. 

The  official  personnel  records  maintained  by  the  Commission  are 
described  in  the  system  notices  published  by  the  Civil  Service 
Commission,  and  are  not  included  within  this  system. 

Authority  for  maintenance  of  the  system:  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  a.  This  information  may 
be  provided  to  other  federal  agencies  m  response  to  requests  for 
the  purpose  of  hiring  or  retaining  employees,  and  may  be  provided 
to  other  prospective  employers,  to  the  extent  that  the  information 
is  relevant  to  the  prospective  employer's  decision  in  the  matter,  b. 
the  information  may  be  provided  to  the  Justice  Department,  the 
Civil  Service  Commission  or  other  federal  agencies  or  used  by  the 
Commission  in  connection  with  any  investigation,  or  administrative 
or  legal  proceeding  involving  any  violation  of  federal  law  or 
requirement  thereunder. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  on  index  cards. 

Retrievability:  By  the  name  of  the  employee. 

Safeguards:  The  records  are  maintained  in  lockable  cabinets. 
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Retention  and  disposal:  The  records  are  maintained  in  the  current 
file  until  the  employee  is  terminated  or  separated,  retained  for  2 
years  thereafter  and  then  destroyed. 

System  nuinager(s)  and  address:  The  Personnel  Officer  of  the 
Commission  is  the  system  manager  for  all  records  maintained  in  the 
Commission.s  principal  office.  The  system  manager  for  records 
maintained  in  the  regional  offices  is  the  Administrative  officer  for 
that  Region.  Addresses  of  CFTC  offices  are  set  forth  in  the  in¬ 
troduction  to  these  system  notices  under  the  caption  “location  of 
systems  of  records.” 

Notification  procedure:  Individuals  seeking  to  determine  whether 
this  system  of  records  contains  information  about  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit,  Commodity  Futures  Trad¬ 
ing  Commission,  1120  Connecticut  Avenue,  N.W.,  Washington, 
D.C.  20036,  Telephone:  (202)  254-8630. 

Record  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 

Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  contained  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  in  the  notification  section  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained;  personnel  office  records;  and  other  miscellaneous  sources. 

CFTC— 6 

System  name:  Employee  Travel  Records — CFTC 

System  location:  These  records  are  maintained  by  all  CFTC  of¬ 
fices  at  the  addresses  set  forth  in  the  intrinluction  to  these  system 
notices  under  the  caption  ‘‘location  of  systems  of  records.” 

C'atcgories  of  individuals  covered  by  the  system:  Any  Commission 
member  or  employee  or  any  member  of  an  Advisory  Committee 
who  travels  on  official  business  for  the  Commission. 

C'ategories  of  records  in  the  system:  Contains  the  name,  address, 
destination,  itinerary,  mode  and  purpi>se  of  travel,  dates,  expenses, 
amounts  advanced,  amounts  claimed,  amounts  reimbursed.  Includes 
travel  authorizations,  travel  vouchers,  copies  of  government  trans¬ 
portation  requests,  receipts  and  other  records. 

Authority  for  maintenance  of  the  system:  Budget  and  Accounting 
Act  of  1921,  31  U.S.C.  1,  et  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  may  be 
provided  to  the  Justice  Department  or  other  federal  agencies  or 
used  by  the  Commission  in  connection  with  any  investigation,  or 
administrative  or  legal  proceeding  involving  any  violation  of  federal 
law  or  requirement  thereunder. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievahility :  By  the  name  of  the  employee;  by  employee 
number. 

Safeguards:  The  records  are  miiintained  in  liKkable  cabinets. 

Retention  and  disposal:  Records  are  maintained  for  three  years 
and  then  destroyed. 

System  manager<s)  and  address:  For  employees  in  the  Commis¬ 
sion’s  principal  office  the  records  are  maintained  by  the  Budget  Of¬ 
ficer.  For  other  employees,  records  are  maintained  by  the  adminis¬ 
trative  officer  in  each  CFTC  regional  office.  Addresses  of  CFTC 
offices  are  set  forth  in  the  intrt»ductu)n  to  these  system  notices 
under  the  caption  “location  of  systems^of  records.” 

Notification  procedure:  Individuals  seeking  to  determine  whether 
this  system  of  records  contains  information  about  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit,  Commodity  Futures  Trad¬ 
ing  Commission,  1120  Connecticut  Avenue,  N.W.,  Washington, 
D  C.  20036,  Telephone:  (202)  254-8630. 

Record  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 

Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  conUiincd  in  this  system  of  records 
should  address  their  inquiries  to  the  IVivacy  Unit  at  the  address 
listed  in  the  notification  section  above. 

Rectrrd  source  categories:  The  individual  on  whom  the  record  is 
maintained. 


CFTC— 7 

System  name:  Employee  Records  Maintained  by  the  National 
Finance  Center/USDA — CFTC 

System  location:  National  Finance  Center,  U.S.  Department  of 
Agriculture,  New  Orleans,  Louisiana  70160. 

Categories  of  individuals  covered  by  the  system:  All  CFTC  em¬ 
ployees. 

Categories  of  records  in  the  system:  The  National  Finance  Center 
is  used  by  the  Commission  to  provide  data  processing  capabihty  for 
various  personnel,  payroll  and  accounting  related  matters.  The 
records  in  the  system  include: 

a.  General  records  relating  to  the  employee  including  information 
from  the  notification  of  personnel  action  (Form  350  and  350A) 
prepared  and  submitted  by  the  CFTC,  and  other  related  sources. 
The  information  includes  the  name,  social  security  or  other  em¬ 
ployee  number,  birth  date,  veteran’s  preference,  tenure,  leave 
group,  insurance  coverage,  retirement  coverage,  type  of  employ¬ 
ment,  date  service  commenced  and  ended,  title  of  position,  number 
of  position,  grade  and  step,  base  salary,  duty  station,  various  com¬ 
putation  dates,  leave  codes  and  status,  employing  office  and  other 
miscellaneous  information. 

b.  Various  payroll  related  information  for  CFTC  employees,  in¬ 
cluding  payroll  and  leave  data  for  each  employee  relating  to  rate 
and  amount  of  pay,  leave,  and  hours  worked,  and  leave  balances, 
tax  and  retirement  deductions,  life  insurance  and  health  insurance 
deductions,  savings  allotments,  savings  bond  and  charity  deduc¬ 
tions,  mailing  addresses  and  home  addresses.  This  includes  copies 
of  the  CFTC  time  and  attendance  reports  as  well  as  authorizations 
relating  to  deductions. 

c.  Travel  vouchers  and  related  material. 

Authority  for  maintenance  of  the  system:  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  from  these 
records  is  transmitted  to  the  U.S.  Treasury  to  effect  reimbursement 
of  travel  expenses  and  issuance  of  paychecks,  as  well  as  distribu¬ 
tion  of  pay  to  other  sources  according  to  employee  instructions. 
Appropriate  information  from  these  records  is  also  forwarded  to 
taxing  authorities  and  others  receiving  proceeds  from  the  em¬ 
ployee’s  pay. 

Policies  and  practices  for  .storing,  retrieving,  acce.ssing,  retaining, 
and  dLsp«>sing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders;  magnetic  tape. 

Retrievahility:  Indexed  by  social  security  number  or  equivalent 
employee  number  and  by  name  of  employee. 

Safeguards:  Protection  is  afforded  by  limiting  access  to  the  of¬ 
fices  where  the  records  ;ire  maintained.  Certain  records  are  kept  in 
lockable  file  cabinets. 

Retention  and  disposal:  Records  arc  maintained  indefinitely  on 
tape;  paper  records  are  sent  to  the  Federal  Records  Center  after  an 

Categories  of  records  in  the  system:  The  records  in  this  system 
consist  of  investigatory  materials  compiled  for  law  enforcement 
purposes,  whose  disclosure  ihe  Commission  staff  has  determined 
could  impair  the  effectiveness  and  orderly  conduct  of  the  Commis¬ 
sion’s  regulatory  and  enforcement  program,  or  compromise  Com¬ 
mission  investigations.  This  exemption  could  include  all  or  any  part 
of  the  records  developed  during  the  investigation  or  inquiry. 

Authority  for  maintenance  of  the  system:  Section  8  of  the  Com- 
mcxlity  Exchange  Act,  7  U.S.C.  12;  44  U.S.C.  3101;  5  U.S.C. 
552a(kX2). 

Routine  u.ses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  ases:  The  routine  uses  applica¬ 
ble  to  this  system  of  records  are  set  forth  in  the  introduction  to 
these  system  notices  under  the  caption  “general  statement  of  rou¬ 
tine  uses”  except  that  those  general  routine  uses  numbered  (5)  and 
(7)  are  not  applicable. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

.Storage:  Paper  records  in  file  folders. 

Retrievahility:  The  records  arc  mainUtined  by  assigned  case 
number  or  by  the  title  of  the  case.  Cases  filed  by  number  are  cross- 
indexed  by  case  title. 

Safeguards:  In  addition  to  normal  office  and  building  security, 
certain  of  those  records  are  maintained  in  locked  file  cabinets.  All 
employees  are  aware  of  the  sensitive  nature  of  the  information 
gathered  during  investigations. 
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Retentioa  and  disposal:  The  records  are  maintained  in  this  system 
until  it  is  determined  that  exemption  is  no  longer  necessary.  They 
are  then  returned  to  the  appropriate  non-exempt  system. 

System  manager<s>  and  address:  General  Counsel.  Commodity  Fu¬ 
tures  Trading  Commission,  1120  Connecticut  Avenue,  N.W., 
Washington,  D.C.  20036. 

Systems  exempted  from  certain  provisions  of  the  act:  The  records 
in  this  system  have  been  exempted  by  the  Commission  from  certain 
provisions  of  the  Privacy  Act  of  1974  pursuant  to  the  terms  of  the 
Privacy  Act,  5  U.S.C.  552a(kK2)  and  the  Commission’s  rules 
promulgated  thereunder,  17  CFR  146.12.  These  records  are  exempt 
from  the  notification  procedures,  record  access  procedures  and 
record  contest  procedures  set  forth  in  the  system  notices  of  other 
record  systems,  and  from  the  requirement  that  the  sources  of 
records  in  the  system  be  described,  appropriate  periinl. 

System  managerls)  and  address:  Director.  National  Finance 
Center,  U.S.  Department  of  Agriculture,  Office  of  Management  and 
Finance,  New  Orleans,  Louisiana  70160. 

Notification  procedure:  Individuals  seeking  to  determine  whether 
this  system  of  records  contains  information  about  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit,  Commtxlity  Futures  Trad¬ 
ing  Commission,  1120  Connecticut  Avenue,  N.W..  Washington, 
D  C.  20036,  Telephone;  (202)  254-K630. 

Record  access  procc:dures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 

Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  contained  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  in  the  notification  section  alxtvc. 

Record  source  categories:  Records  furnished  by  the  CFTC. 

CKTC— H 

System  name:  Employment  Applications — CFTC 

System  Uication:  These  records  are  maintained  in  the  Commis¬ 
sion's  principal  offices  at  1120  Connecticut  Avenue,  N  W., 
Washington,  D.C.  2(K).36.  " 

Categories  of  individuals  covered  by  the  system:  Applicants  for 
positions  with  the  CFTC. 

Categories  of  records  in  the  system:  Contains  the  application  form 
(SF  171)  and/or  the  resume  of  the  person  applying. 

Authority  for  maintenance  of  the  system:  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  from  these 
records  is  used  in  making  inquiries  concerning  the  quidifications  of 
the  applic:int. 

Policies  and  practices  for  storing,  retrieving,  acces.sing,  retaining, 
and  disposing  of  reettrds  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievahility:  Indexed  by  the  name  of  the  applicant;  cross-in¬ 
dexed  by  interest. 

Safeguards:  These  records  are  mainUiined  in  a  liK'ked  file  cabinet. 

Retention  and  disposal:  Applications  arc  maintained  two  years, 
then  destroyed. 

System  managcits)  and  address:  Personnel  Office,  Commodity 
Futures  Trading  Commission,  1120  Connecticut  Avenue,  N.W.. 
Washington.  D.C.  200.36. 

Notification  procedure:  Individutds  seeking  to  determine  whether 
this  system  of  records  contains  inform;ition  about  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit,  Commodity  Futures  Trad¬ 
ing  Commission.  1120  Connecticut  Avenue.  N.W.,  Washington, 
D.C.  20036,  Telephone:  (202)  254-86.30. 

Record  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 

Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  conUiined  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  in  the  notification  section  :ibove. 

Record  source  categories:  The  individual  on  whom  the  record  is 
maintained. 


CFTC— 9 

System  name:  Exempted  Employee  Background  Investigation 
Material — CFTC 

System  location:  These  records  are  maintained  in  the  Personnel 
Office  of  the  Commission’s  principal  offices  at  1120  Connecticut 
Avenue,  N.W.,  Washington,  D.C.  20036. 

Categories  of  individuals  covered  by  the  system:  Employees  and 
prospective  employees  of  the  CFTC. 

Categories  of  records  in  the  system:  The  records  in  this  system 
contain  investigatory  material  compiled  for  the  purpose  of  deter¬ 
mining  suitability,  eligibility,  or  qualifications  for  employment  with 
CFTC,  which  were  obtained  under  an  express  promise  that  the 
identity  of  the  source  would  be  held  in  confidence,  or  which  were 
obtained  prior  to  September  28,  1975,  under  an  implied  promise  of 
confidentiality. 

Authority  for  maintenance  of  the  system:  44  U.S.C.  3101;  S  U.S.C. 
552a(kK5). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  applica¬ 
ble  to  this  system  of  records  are  set  forth  in  the  introduction  to 
these  system  notices  under  the  caption  “general  statement  of  rou¬ 
tine  uses’’  except  that  those  gener^  routine  uses  numbered  (3)  and 
(5)  are  not  applicable.  Disclosure  pursuant  to  the  other  routine  uses 
may  be  subject  to  the  consent  of  the  person  furnishing  the  informa¬ 
tion. 

CFTC— 10 

System  name:  Exempted  Investigatory  Records — CFTC 

System  location:  These  records  are  maintained  in  the  Commis¬ 
sion’s  principal  offices  and  in  each  of  the  regional  offices.  The  ad¬ 
dress  and  telephone  number  of  each  of  these  offices  is  set  forth  in 
the  introduction  to  these  system  notices  under  the  caption 
“location  of  systems  of  records.” 

Categories  of  individuals  covered  by  the  system:  a.  Individuals 
whom  the  staff  of  the  Commission  has  reason  to  believe  have  vio¬ 
lated,  are  violating,  or  lue  about  to  violate  the  Commodity 
Exchange  Act  and  the  rules,  regulations  and  orders  promulgated 
thereunder. 

b.  Individuals  whom  the  staff  of  the  Commission  has  reason  to 
believe  may  h;ive  information  concerning  violations  of  the  Com¬ 
modity  Exchange  Act  and  the  rules,  regulations  and  orders  promul¬ 
gated  thereunder. 

c.  Individuals  involved  in  investigations  authorized  by  the  Com¬ 
mission  concerning  the  activities  of  members  of  the  Commission  or 
its  employees  based  upon  formal  complaint  or  otherwise. 

d.  Individuals  filing  Form  4-R  (registration  as  an  associated  per¬ 
son)  or  Form  94  (biographical  information  questionnaire)  in  connec¬ 
tion  with  an  application  for  registration  with  the  Commission. 

Polieies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievahility:  By  the  name  of  the  employee. 

Safeguards:  The  records  are  maintained  in  lockable  cabinets  in 
secured  offices  or  in  secured  buildings. 

Retention  and  disposal:  These  records  are  maintained  for  3  years, 
then  destroy.^d  by  shredding. 

System  m^mageris)  and  address:  Personnel  Officer,  Commodity 
Futures  Trading  Commission,  1120  Connecticut  Avenue,  N.W., 
Washington.  D.C.  20036. 

Systems  exempted  from  certain  provisions  of  the  act:  The  records 
in  this  system  lutve  been  exempted  by  the  Commission  from  certain 
provisions  of  the  Privacy  Act,  5  U.S.C.  552a(kK5),  and  the  Com¬ 
mission’s  rules  promulgated  thereunder,  17  CFR  146.12.  These 
records  are  exempt  from  the  notification  procedures,  record  access 
procedures  and  record  contest  procedures  set  forth  in  the  system 
notices  of  other  record  systems,  and  from  the  requirement  that  the 
sources  of  records  in  the  system  be  described. 

CFTC— 11 

System  name:  Fitness  Files — CFTC 

System  locatkm:  These  files  are  maintained  in  the  Commission’s 
regional  offices,  at  the  addresses  set  forth  in  the  introduction  to 
these  system  notices  under  the  caption  “location  of  systems  of 
records.” 

Categories  of  individuals  covered  by  the  system:  Applicants  for 
and  registrants  as;  (1)  floor  brokers;  (2)  general  partners,  sole 
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proprietors,  officers,  major  stockholders,  directors,  branch  office 
managers,  and  agents  of  futures  commission  merchants;  (3)  part¬ 
ners,  sole  proprietors,  officers,  directors  of  and  persons  performing 
similar  functions  for  commodity  trading  advisors;  (4)  partners,  sole 
proprietors,  officers,  directors,  and  persons  performing  similar 
functions  for  commodity  pool  operators. 

Categories  of  records  in  the  system:  Contains  various  information 
pertaining  to  the  fitness  of  the  above-described  persons  to  engage 
in  business  subject  to  the  Commission’s  jurisdiction.  The  system  in¬ 
cludes  the  biographical  information  questionnaire  (Form  94) 
received  from  applicants  and  registrants  as  part  of  the  registration 
process  (see  the  system  notices  for  the  various  types  of  registration 
under  the  Commodity  Exchange  Act.)  It  also  includes  correspon¬ 
dence  between  the  Commission  and  the  applicant,  the  commodity 
exchanges,  other  government  agencies  and  other  persons  relating  to 
the  individual’s  fitness.  In  addition,  certain  ancillary  records,  such 
as  card  indexes,  are  maintained  summari7.ing  the  status  and  result 
of  fitness  checks. 

Authority  for  maintenance  of  the  system:  Sections  8a(2)(B)  and 
4n(l)  of  the  Commodity  Exchange  Act,  7  U.S.C.  l2a(2KB)  and  7 
U.S.C.  6n(l). 

Routine  uses  of  records  maintained  in  the  .system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  applica¬ 
ble  to  this  system  of  records  arc  set  forth  in  the  introduction  to 
these  uses  under  the  caption  ‘‘general  statement  of  routine  uses.” 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  on  index  cards. 

Retrievahility:  By  name  of  the  individual. 

Safeguards:  Protection  of  records  is  afforded  by  general  office 
security  measures.  Records  arc  ItKated  in  secured  rooms  or  on 
secured  premises  with  access  limited  to  those  whose  official  duties 
require  access.  In  appropriate  cases  the  records  are  maintained  in 
lockable  file  cabinets. 

Retention  and  disposal:  Primary  records  are  maintained  per¬ 
manently  on  the  premises  as  long  as  the  individual  is  registered  or 
is  associated  with  a  registrant  in  one  of  the  capacities  specified  in 
the  previous  description  of  the  category  of  individuals.  These 
records  arc  updated  periodically.  Other  records  are  maintained  on 
the  premises  for  five  years,  then  held  in  the  Federal  Records 
Center  for  five  years  before  being  destroyed. 

System  manager(.s)  and  addrcs.s:  The  Regional  Administrator  of 
the  Region  where  the  records  are  liKated.  Addresses  of  the  CFTC 
offices  are  set  forth  in  the  intrixluction  to  these  system  notices 
under  the  caption  “liKation  of  systems  of  records.” 

Notification  procedure:  Individuals  seeking  to  determine  whether 
this  system  of  their  inquiries  to  the  Privacy  Unit,  Commodity  Fu¬ 
tures  Trading  Commission;  1120  Connecticut  Avenue,  N.W.; 
Washington.  D  C.  200.16,  Telephone:  (202)  254-86.30. 

Record  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 

Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  contained  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  in  the  notification  section  above. 

Record  source  categories:  The  individual  on  whom  the  record  is 
maintained,  his  employer,  commixlity  and  stock  exchanges,  other 
government  agencies,  and  other  persons  with  relevant  information 
concerning  an  individual’s  fitness. 

CFTC-12 

System  name:  Fitness  Investigations — CFTC 

System  location:  These  records  are  located  in  the  Bureau  of  Re¬ 
gistration  and  Audit  in  the  Commission’s  principal  offices  at  1120 
Connecticut  Avenue.  N.W.;  Washington,  D.C.  20036. 

Categories  of  individuals  covered  by  the  system:  Applicants  for 
and  registrants  as  (I)  partners,  sole  proprietors,  officers,  directors, 
major  stockholders,  branch  office  managers  and  agents  of  futures 
commission  merchants;  (2)  associated  persons  of  futures  conunis- 
sion  merchants  or  their  agents;  (3)  floor  brokers,  (4)  partners,  sole 
proprietors,  officers,  directors,  and  persons  performing  similar 
functions  for  commodity  trading  advisors;  (5)  partners,  sole 
proprietors,  officers,  directors,  persons  performing  similar  func¬ 
tions  for  commodity  pool  operators. 


Categories  of  records  in  the  system:  Contains  various  information 
pertaining  to  the  fitness  of  the  above  described  persons  to  engage 
in  business  subject  to  the  C!ommission’s  jurisdiction.  The  file  in¬ 
cludes  the  application  for  registration  as  an  associated  person 
(Form  4-R)  or  the  biographical  information  questionnaire  (Form  94). 
It  also  includes  correspondence,  reports  and  memoranda  reflecting 
informatior  v'eveloped  from  various  sources  outside  the  agency. 
This  system  contains  records  reflecting  a  somewhat  more  in-depth 
investigation  than  does  the  regional  office  inquiry  included  in  the 
“Fitness  Files”  and  “Registration  and  Fitness  of  Associated  Per¬ 
sons”  systems  of  records. 

Authority  for  maintenance  of  the  system:  Section  8a(2KB)  of  the 
Comnuxlity  Exchange  Act,  7  U.S.C.  12a(2)(B). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  applica¬ 
ble  to  this  system  of  records  are  set  forth  in  the  introduction  to 
these  system  notices  under  the  caption  “general  statement  of  rou¬ 
tine  uses.” 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievahility:  By  the  name  of  the  individual. 

Safeguards:  Records  are  maintained  in  locked  cabinets.  Further 
protection  is  afforded  by  limiting  access  to  the  office  where  the 
record  is  maintained  to  those  whose  official  duties  require  access. 

Retention  and  disposal:  The  records  are  maintained  on  the 
premises  for  5  years,  then  held  in  the  Federal  Records  Center  for  5 
years  before  being  destroyed. 

System  manager(s)  and  address:  Director,  Bureau  of  Registration 
and  Audit,  Commodity  Futures  Trading  Commission,  1120  Connec¬ 
ticut  Avenue,  N.W.,  Washington,  D.C.  200.36. 

Notification  procedure:  Individuals  seeking  to  determine  whether 
this  system  of  records  contains  information  about  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit,  Commodity  Futures  Trad¬ 
ing  Commission;  1120  Connecticut  Avenue,  N.W.;  Washington. 
D.C.  20036,  Telephone;  (202)  254-8630. 

Record  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 


Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  contained  in  this  system  of  records 
should  addiess  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  in  the  notification  section  above. 

Record  source  categories:  The  individual  on  x'hom  the  record  is 
maintained,  his  employer,  federal,  state  and  local  regulatory  and 
law  enforcement  agencies,  commodity  and  stock  exchanges.  Na¬ 
tional  Association  of  Security  Dealers,  and  other  miscellaneous 
sources. 

CFTC— 13 

System  name:  Interpretation  Files — CXjC — CFTC 

System  location:  These  files  are  maintained  in  the  Office  of  the 
General  Counsel  at  1120  Connecticut  Avenue,  N.W.,  Washington, 
D  C.  20036. 

Categories  of  individuals  covered  by  the  system:  Persons  who  have 
requested  the  Office  of  the  General  Counsel  to  provide  them  with 
its  interpretation  of  provisions  of  the  Commodity  Exchange  Act  or 
various  rules  and  regulations  adopted  by  the  Commission.  The 
requests  may  have  been  made  directly  by  the  individual,  or  through 
his  attorney  or  other  representative. 

Categories  of  records  in  the  system:  This  file  contains  the  in¬ 
terpretation  letters  furnished,  the  request  for  an  interpretation,  and 
any  related  internal  memoranda  and  supporting  documents. 

Authority  for  maintenance  of  the  system:  Section  2(aK4)  of  the 
Commodity  Exchange  Act,  7  U.S.C.  4a(c);  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  a.  Interpretation  letters 
and  the  related  requests  for  interpretation  which  discuss  matters  of 
general  applicability  may  be  made  public  and  may  be  published  by 
the  Commission,  or  the  Commission  may  otherwise  make  informa¬ 
tion  public  concerning  matters  raised  therein.  Flowever,  portions  of 
such  letters  or  information  will  be  deleted  or  omitted  to  the  extent 
necesscu^  to  prevent  a  clearly  unwarranted  invasion  of  personal 
privacy  or  to  the  extent  they  otherwise  contain  material  considered 
nonpublic  under  the  Freedom  of  Information  Act  and  the  Commis¬ 
sion’s  rules  implementing  that  Act. 
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b.  Information  in  these  files  niay  be  used  as  a  reference  in 
responding  to  later  inquiries  from  the  same  party  or  in  following  up 
on  earlier  correspondence  involving  the  same  persons. 

c.  Other  routine  uses  applicable  to  this  system  of  records  are  set 
forth  in  the  introduction  to  these  system  notices  under  tge  caption 
“general  statement  of  routine  uses.” 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  The  records  are  maintained  under  the  name  of  the 
futures  commission  merchant,  floor  broker,  commodity  pool  opera¬ 
tor,  commodity  trading  advisor  or  associated  person  if  the  request 
is  made  by  them  or  on  their  behalf.  If  it  is  made  on  behalf  of 
another  individual,  it  will  be  filed  by  the  name  of  the  individual.  If 
the  identity  of  these  persons  is  not  known,  the  record  will  be  main¬ 
tained  in  the  name  of  the  attorney  or  other  representative  filing  the 
request. 

Safeguards:  Protection  of  records  is  afforded  by  general  office 
security  measures.  Access  to  records  in  the  Office  of  the  General 
Counsel  is  limited  to  those  whose  official  duties  require  access. 

Retention  and  disposal:  These  files  are  maintained  indefinitely  in 
the  Office  of  the  General  Counsel. 

System  managerts)  and  address:  General  Counsel;  Commodity  Fu¬ 
tures  Trading  Commission;  1120  Connecticut  Avenue,  N.W.; 
Washington,  D.C.  20036 

Notification  procedure:  Individuals  seeking  to  determine  whether 
this  system  of  records  contains  information  about  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit;  Commodity  Futures  Trad¬ 
ing  Commission;  1120  Connecticut  Avenue,  N.W.;  Washington, 
D  C.  20036,  Telephone:  (202)  254-X630. 

Record  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 

Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  contained  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  in  the  notification  section  above. 

Record  source  categories:  The  requests  are  submitted  by  the  per¬ 
son  seeking  the  interpretation  or  his  attorney  or  other  representa¬ 
tive.  The  responses  are  prepared  by  attorneys  in  the  Office  of  the 
General  Counsel  based  on  inform:ition  furnished  by  the  person 
making  the  request,  as  well  as  the  attorney’s  own  experience  and 
information  developed  from  other  sources. 

CFTC— 14 

System  name:  Investigation  Files — CFTC 

Security  clas.sification:  These  records  are  maintained  in  the  Com¬ 
mission’s  principal  office  and  in  the  regionid  offices.  Files  concern¬ 
ing  pending  investigations  may  be  ItKated  in  other  Commission  of¬ 
fices  when  the  investigation  is  being  conducted  by  those  offices. 
Addresses  of  Commission  offices  are  set  forth  in  the  introduction 
to  these  system  notices  under  the  caption  ‘‘location  of  systems  of 
records.” 

Categories  of  individuals  covered  by  the  system:  a.  Individuals 
whom  the  staff  of  the  Commission  hits  reason  to  beUeve  have  vio¬ 
lated,  are  violating,  or  are  about  to  violate  the  Commodity 
Exchange  Act  and  the  rules,  regulations,  and  orders  promulgated 
thereunder,  or  the  rules  and  regulations  of  any  board  of  trade 
designated  as  a  contract  market,  b.  Individuals  whom  the  staff  of 
the  Commission  luis  reason  to  believe  may  have  information  con¬ 
cerning  violations  of  the  Commodity  F.xchange  Act  and  the  rules, 
regulations,  and  orders  promulgated  thereunder,  or  the  rules  and 
regulations  of  any  board  of  trade  designated  as  a  contract  market, 
c.  Individuals  involved  in  investigations  authorized  by  the  Conunis- 
sion  concerning  the  activities  of  members  of  the  Commission  or  its 
employees  based  upon  formal  complaint  or  otherwise. 

Categories  of  records  in  the  system:  Contains  anything  obtained 
during  the  course  of  an  investigation,  including  data  from  Commis¬ 
sion  reporting  forms,  account  statements  and  other  trading  records, 
exchange  records,  bank  records  and  credit  information,  business 
records,  reports  of  interviews,  transcripts  of  testimony,  exhibits  to 
transcripts,  affadavits,  statements  by  witnesses,  contracts  and 
agreements.  Also  contains  internal  memoranda,  reports  of  in¬ 
vestigation.  subpoenas,  warning  letters,  stipulations  of  compliance, 
correspondence  and  other  miscellaneous  matters.  The  nature  of  the 
personal  information  contained  in  these  files  varies  according  to 


what  u  considered  relevant  to  the  attorney  assigned  to  the  case 
based  on  the  circumstances  of  the  particular  case  under  investiga¬ 
tion.  For  example,  the  file  may  contain  personal  background  infor¬ 
mation  about  the  individual  involved,  his  education  and  employ¬ 
ment  history,  information  on  prior  violations,  and  a  wide  variety  of 
financial  information,  as  well  as  detailed  examination  of  the  in¬ 
dividual’s  activities  during  the  period  in  question. 

Authority  for  maintenance  of  the  system:  Section  8  of  the  Com¬ 
modity  Exchange  Act,  7  U.S.C.  12;  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  applica¬ 
ble  to  this  system  of  records  are  set  forth  in  the  introduction  to 
these  system  notices  under  the  caption  “general  statement  of  rou¬ 
tine  uses.” 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  by  assigned  case  number,  cross  referenced 
to  case  name.  Except  where  the  name  of  the  individual  is  included 
in  the  case  name,  infeamation  about  individuals  involved  in  the  in¬ 
vestigation  is  not  retrievable  by  name. 

Safeguards:  In  addition  to  normal  office  and  building  security, 
certain  of  these  records  are  maintained  in  locked  file  cabinets.  All 
employees  are  aware  of  the  sensitive  nature  of  the  information 
gathered  during  investigations. 

Retention  and  disposal:  Regional  office  records  are  maintained  on 
the  premises  for  5  years,  then  sent  to  the  Federal  Records  Center 
for  5  years,  before  being  destroyed.  The  records  in  the  Office  of 
the  General  Counsel  are  generally  maintained  until  the  investigation 
is  closed  and  any  action  arising  therefrom  has  been  completed,  in¬ 
cluding  all  review  at  the  appellate  level.  Thereafter,  certain  basic 
information  may  be  retained  and  sent  to  the  Federal  Records 
Center,  while  the  remaining  information  is  either  returned  to  the 
person  from  thorn  it  was  obtained  or  destroyed. 

System  manager(s)  and  address:  The  General  Counsel  and  the 
Director  of  the  Compliance  Bureau  in  the  Commission’s  principal 
office.  The  Regional  Administrator  of  the  Region  where  the  in¬ 
vestigation  is  being  conducted.  Addresses  of  CFTC  offices  are  set 
forth  in  the  introduction  to  these  system  notices  under  the  caption 
“location  of  systems  of  records.” 

Notification  procedure:  Individuals  seeking  to  determine  whether 
this  system  of  records  contains  information  about  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit,  Commodity  Futures  Trad¬ 
ing  Commission,  1120  Connecticut  Avenue,  N.W.,  Washington, 
D.C.  20036,  Telephone:  (202)  254-8630. 

Record  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 

Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  contained  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  in  the  notification  section  above. 

Record  source  categories:  a.  Reporting  forms  and  other  informa¬ 
tion  filed  with  the  Commission;  b.  boards  of  trade;  c.  futures  com¬ 
mission  merchants,  commodity  trading  advisors,  commodity  pool 
operators,  floor  brokers;  d.  federal,  state  and  local  regulatory  and 
law  enforcement  agencies;  e.  banks,  credit  organizations  and  other 
institutions,  pursuant  to  subpoena  or  otherwise;  f.  corporations, 
pursuant  to  subpoena  or  otherwise;  g.  individuals  having  knowledge 
of  the  facts,  pursuant  to  subpoena  or  otherwise;  h.  attorneys;  i. 
publications;  j.  courts;  and  k.  other  miscellaneous  sources. 

CFTC— 15 

System  name:  l^ge  Trader  Report  Files — CFTC 

System  location:  Copies  of  original  reports  and  related  correspon¬ 
dence  are  maintained  in  the  CFTC  office  where  they  are  filed.  See 
further  description  below.  Ancillary  records  and  information  in 
computer  printout  form  may  be  located  in  some  or  all  CFTC  of¬ 
fices.  Addresses  and  teleplrane  numbers  of  CFTC  offices  are  set 
forth  in  the  introduction  to  these  system  notices  under  the  caption 
“location  of  system  of  records.” 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  held  reportable  positions,  as  defined  and  described  in  Part  15 
of  the  Commission’s  rules  and  regulations,  in  any  commodity  fu¬ 
ture. 


FEOfRAl  REOISTf*  VOL.  40,  NO.  168— THURSDAY.  AUGUST  28,  197S 


COMMODITY  FUTURES  TRADING  COMMISSION 


39721 


Categories  of  records  in  the  system:  1.  Reports  ffled  by  the  in- 
dividu^  holding  the  reportable  position: 

a.  Statements  of  Reporting  Trader  (CFTC  Form  40).  Contains 
information  described  in  Part  18  of  the  Commission’s  rules 
and  regulations,  including  the  name,  address,  telephone 
number,  and  principal  occupation  of  the  reporting  trader,  the 

’  kind  of  commodity  futures  account,  and  information  about 
his  business  associates. 

b.  Large  trader  reporting  form  (Series  03  Form).  Contains 
information  described  in  Part  18  of  the  Commission’s  rules 
and  regulations,  including  the  trader’s  identifying  number, 
his  previous  open  contracts,  his  trades  and  deliveries  that 
day,  his  classification  as  to  speculative  or  hedging. 

c.  Large  trader  reporting  form  (Series  04  Form).  Contains 
information  described  in  Part  19  of  the  Cruiunission’s  rules 
and  regulations,  to  be  filed  by  merchants,  processors  and 
dealers  in  certain  commodities  who  hold  a  reportable 
position  in  those  commodities  on  any  futures  market. 
Includes  trader’s  identifying  number,  stocks  owned,  unfilled 
fixed  price  purchase  commitments,  unfilled  fixed  price  sale 
commitments. 

These  reports  are  filed  in  the  CFTC  office  in  the  city  where  the 
reporting  trader  is  located.  If  there  is  no  CFTC  office  in  that  city, 
the  reports  are  filed  according  to  specific  instructions  of  the  CFlC. 

2.  Reports  to  be  filed  by  futures  commission  merchants  and 
foreign  brokers 

a.  Identification  of  “Special  Accounts’’  (CFTC  Form  102). 
Contains  material  described  in  Part  17  of  the  Commission’s 
rules  and  regulations.  Includes  the  name,  address,  and 
occupation  of  a  customer  whose  accounts  have  reached  the 
reporting  level.  Also  includes  the  account  number  which  the 
futures  commission  merchant  uses  to  identify  this  customer 
on  the  firm’s  01  report  (see  next  paragraph),  and  whether  the 
customer  has  control  or  manages  accounts  of  other  traders. 

b.  Large  trader  reporting  form  (Scries  01  Form).  Contains 
material  described  in  Part  17  of  the  Commission’s  rules  and 
regulations,  for  each  “special  account’’.  Shows  customer 
account  number  and  reportable  position  held  in  each 
commodity  future. 

These  reports  are  filed  in  the  CFTC  office  in  the  city  where  the 
contract  market  involved  is  located.  If  there  is  no  CFTC  office  in 
that  city,  they  are  filed  in  the  office  where  the  CFTC  instructs  that 
they  be  filed. 

3.  Computer  records  prepared  from  information  on  the  forms 
described  in  items  (I)  and  (2)  above.  The  computer  system  is 
located  in  Chicago.  Printouts  may  be  located  in  some  or  all  of  the 
Commission. s  offices  and  suboffices. 

4.  Correspondence  and  memoranda  of  telephone  conversations 
between  the  Commission  and  the  individual  or  between  the  Com¬ 
mission  and  other  agencies  dealing  with  matters  of  official  business 
concerning  the  individual. 

5.  Other  miscellaneous  information,  including  intra-agency  cor¬ 
respondence  and  memoranda  concerning  the  individual  and  docu¬ 
ments  relating  to  official  actions  taken  by  the  Conunission  against 
the  individual. 

Authority  for  maintenance  of  the  system:  Sections  4g,  4i,  and  8  of 
the  Commodity  Exchange  Act,  7  U.S.C.  6g,  6i  and  12. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Routine  uses  applicable 
to  this  system  of  records  arc  set  forth  in  the  introduction  to  these 
system  notices  under  the  caption  “general  statement  of  routine 
uses.” 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders,  computer  records  in  com¬ 
puter  memory  and  in  computer  printout  form. 

Retrievability:  Form  40,  Form  102,  correspondence  and  other 
miscellaneous  information  are  maintained  directly  under  the  name 
of  the  reporting  trader.  The  Series  01,  03,  and  04  forms  are  main¬ 
tained  by  identifying  code  number.  However,  information  from 
these  forms  is  included  in  the  computer  and  retrievable  by  in¬ 
dividual  name  from  the  computer. 

Safeguards;  Protection  of  records  is  afforded  by  general  office 
security  measures,  with  recent  trading  reports  stored  in  lockable 
file  cabinets.  Access  is  limited  to  those  whose  official  duties 
.  require  access. 

Retention  and  disposal:  CFTC  Form  40,  CFTC  Form  102,  cor¬ 
respondence,  memoranda,  etc.  are  retained  on  the  premises  until 


the  account  has  been  inactive  for  10  years  and  then  destroyed. 
Form  01,  03,  tmd  04  reports  are  maintained  for  2  years  on  the 
premises  and  then  held  at  the  Federal  Records  Center  for  3  years 
before  being  destroyed.  The  computer  file  is  maintained  for  10 
years  for  Form  01,  03  and  04  reports.  The  computer  memory  on 
other  items  of  information  is  maintained  indefinitely. 

System  managers)  and  address:  The  Regional  Administrator  of 
the  Region  where  the  records  are  located.  Addresses  of  CFTC  of¬ 
fices  are  set  forth  in  the  introduction  to  these  system  notices  under 
the  caption  “location  erf  systems  of  reemrds.” 

Notification  procedure:  Individuals  seeking  to  determine  whether 
this  system  of  records  contains  information  about  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit,  Commodity  Futures  Trad¬ 
ing  Commission,  1120  Connecticut  Avenue,  N.W.,  Washington, 
D.C.  20036,  Telephone:  (202)  2S4-8630.  The  individual  should  in¬ 
clude  the  code  number  assigned  to  him  by  the  Conunission  for  fil¬ 
ing  such  reports,  the  name  of  the  futures  commission  merchant 
through  whom  he  trades,  and  the  time  period  for  which  information 
is  sought. 

Record  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 

Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  contained  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  in  the  notification  section  above.  « 

Record  source  categories:  The  individual  on  whom  the  record  is 
maintained  and  futures  conunission  merchants  through  whom  the 
individual  trades.  Correspondence  and  memoranda  prepared  by  the 
Commission  or  its  staff.  Correspondence  from  firms,  agencies,  or 
individuals  requested  to  provide  information  on  the  individual. 

CFTC— 16 

System  name:  Litigation  Files — CFTC 

System  location:  Files  in  this  system  of  records  are  maintained  in 
the  Compliance  Bureau  in  the  Commission’s  principal  office  and  in 
the  regional  offices.  For  pending  litigation,  files  may  also  be 
located  in  other  offices  participating  in  the  litigation.  Addresses  and 
telephone  numbers  of  (TFTC  offices  are  set  forth  in  the  introduc¬ 
tion  to  the  system  notices  under  the  caption  “location  of  systems 
of  records.” 

Categories  of  individuals  covered  by  the  system:  Persons  or  firms 
against  whom  the  Commission  has  issued  a  complaint  based  on 
violations  of  the  Commodity  Exchange  Act  or  the  rules  and  regula¬ 
tions  promulgated  thereunder. 

Categories  of  records  in  the  system:  The  file  contains  copies  of 
various  papers  filed  by  or  with  the  Commission  or  the  courts  in 
connection  with  administrative  proceedings  or  injunctive  actions 
brought  by  the  Commission.  It  includes,  as  a  minimum,  a  copy  of 
the  complaint  and  the  final  decision  and  order,  and  may  contain 
other  documents  as  well. 

Authority  for  maintenance  of  the  system:  The  maintenance  of 
these  files  is  necessary  to  the  orderly  and  effective  conduct  of  vari¬ 
ous  litigation  authorized  under  the  Commodity  Exchange  Act  and 
other  Federal  statutes.  See  e.g..  Section  6c  of  the  Commodity 
Exchange  Act,  7  U.S.C.  13a-l,  authorizing  injunctive  actions,  and 
various  provisions  in  that  Act  authorizing  administrative  actions. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  llie  iirformation  in  these 
files  is  generally  a  matter  of  public  record  and  may  be  disclosed 
without  restriction.  In  other  cases  the  routine  uses  applicable  to  this 
system  of  records  are  set  forth  in  the  introduction  to  these  system 
notices  under  the  caption  “general  statement  of  routine  uses.” 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  folders  or  binders. 

Retrievability:  Administrative  proceedings  are  maintained  by 
docket  number,  cross-indexed  by  the  name  of  the  individual  or  firm 
named  as  respondent,  and  by  the  section  of  the  Commodity 
Exchange  Act  which  has  been  violated.  Other  actions  are  filed 
alphabetically  by  the  caption  of  the  case. 

Safeguards:  Protection  of  non-public  records  is  afforded  by 
general  office  security  measures.  Records  are  located  in  secured 
rooms  or  on  secured  premises  with  access  limited  to  those  whose 
official  duties  require  access. 
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Retentioa  and  disposal:  These  files  are  maintained  indefinitely, 
although  when  the  action  is  completed  they  are  usually  reduced  to 
only  the  complaint  and  the  final  decision  and  cmler. 

System  manageHs)  and  address:  These  records  are  maintained  by 
the  Director  of  the  Compliance  Bureau  at  the  Commission’s  prin¬ 
cipal  office  and  by  the  Regional  Administrator  for  the  Region 
where  the  records  are  located.  Addresses  and  telephone  numbers  of 
CFTC  offices  are  set  forth  in  the  introduction  to  these  system 
notices  under  the  caption  “location  of  systems  of  records.” 

NotificatHMi  procedure:  Individuals  seeking  to  determine  whether' 
this  system  of  records  contains  information  about  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit,  1120  Connecticut  Avenue, 
N.W.;  Washington,  D.C.  20036,  Telephone:  (202)  254-8630. 

Record  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 

Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  contained  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  in  the  notification  section  above. 

Record  source  categories:  The  information  is  generaUy  obtained 
from  the  parties  or  their  attorneys,  or  from  the  Commission’s  Of¬ 
fice  of  Hearings  and  Appeals  or  the  relevant  court. 

CFTC-I7 

S>stem  name:  Litigation  Files — CXiC-CFTC 

System  location:  Files  in  this  system  are  maintained  in  the  Office 
of  the  General  Counsel  in  the  Conunission’s  principal  office  at  1120 
Connecticut  Avenue,  N.W.,  Washington,  D.C.  20036. 

('ategories  of  individuals  covered  by  the  system:  Parties  involved 
in  litigation  with  the  Commission  or  including,  but  not  limited  to: 

a.  administrative  proceedings  before  the  Commission; 

b.  injunctive  actions  brought  by  the  Commission; 

c.  other  federal  court  cases  to  which  the  Commission  is  a  party; 

d.  litigation  in  which  the  Commission  is  participating  as  amicus 
curiae ; 

e.  other  cases  involving  issues  of  concern  to  the  Commission,  in¬ 
cluding  those  brought  by  other  law  enforcement  and  regulatory 
agencies  and  those  brought  by  private  parties. 

Categories  of  records  in  the  system:  These  files  consist  primarily 
of  papers  comprising  or  included  in  the  record  of  the  case  and 
briefs  and  correspondence  related  to  that  action.  There  may  be  in¬ 
cluded  also  other  dcKuments  pertaining  to  the  matter  being 
litigated,  including  internal  memoninda. 

Authority  for  maintenance  of  the  system:  The  Commodity 
Exchange  Act,  7  U.S.C.  2  et  seq.  entrusts  the  Commission  with 
broad  regulatory  responsibilities  over  commodity  futures  transac¬ 
tions.  In  this  connection,  the  Commission  is  authorized  to  bring 
both  administative  pr(x:eedings  and  injunctive  actions  where  there 
appear  to  have  been  violations  of  the  Act.  Furthermore,  to  effectu¬ 
ate  the  purposes  of  the  Act,  it  is  necessary  that  the  Commission 
staff  be  familiar  with  developnrcnts  in  other  actions  brought  by 
others  which  have  implications  in  the  commodity  law  ureas. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  in  these 
files  is  generally  a  matter  of  public  record  and  may  be  disclosed 
without  restriction.  In  other  cases  the  routine  uses  applicable  to  this 
system  of  records  are  set  forth  in  the  introduction  to  these  system 
notices  under  the  caption  “general  statement  of  routine  uses.” 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievabilhy:  Cases  are  classified  according  to  type,  i.e.,  ad¬ 
ministrative  proceedings,  injunctive  actions  brought  by  the  Com¬ 
mission,  and  other  litigation.  Within  those  classifications,  actions 
are  filed  by  caption  of  the  case. 

Safeguards:  Protection  of  non-pubUc  records  is  afforded  by 
general  office  security  measures.  Records  are  located  in  secured 
rooms  or  on  secured  premises  with  access  limited  to  those  whose 
official  duties  require  access. 

Retention  and  disposal:  The  record  is  mainUiined  until  the  action 
is  completed,  including  final  review  at  the  appellate  level. 
Thereafter,  a  skeletal  record  of  pleadings,  briefs,  findings  and 
opinions  and  other  particularly  relevant  papers  may  be  maintained 
.indefinitely.  Other  materials  are  generally  destroyed  except  insofar 


as  a  copy  of  some  of  the  documents  may  be  kept  in  the  (Office’s 
“precedent  files”  for  use  in  later  legal  research  or  preparation  of 
filings  in  other  matters. 

System  manager(s)  and  address:  General  Counsel,  Commodity  Fu¬ 
tures  Trading  Commission,  1120  Connecticut  Avenue,  N.W., 
Washington,  D.C.  2(X)36. 

Notification  procedure:  Individuals  seeking  to  determine  whether 
this  system  of  records  contains  information  about  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit,  Conunodity  Futures  Trad¬ 
ing  Commission;  1120  Connecticut  Avenue,  N.W.;  Washington, 
D.C.  20036,  Telephone;  (202)  254-8630. 

Record  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 

Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  contained  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  in  the  notification  section  above. 

Record  source  categories:  The  information  is  generally  obtained 
from  the  court  or  regulatory  authority  before  whom  the  action  is 
pending  or  from  the  attorneys  for  one  of  the  parties  named  in  the 
action,  although  it  may  on  occasion  come  from  other  sources. 

CFTC-18 

System  name:  l^book  on  Speculative  Limit  Violations — CFTC 

System  location:  Records  in  this  system  are  located  in  the  Com¬ 
mission’s  regional  offices  in  Chicago  and  New  York.  Addresses  and 
telephone  numbers  of  CFTC  offices  are  set  forth  in  the  introduc¬ 
tion  to  these  system  notices  under  the  caption  “location  of  systems 
of  records.” 

Categories  of  individuals  covered  by  the  system:  Record  of  all  in¬ 
dividuals  who  have  exceeded  speculative  limits  in  a  particular  fiscal 
year. 

Categories  of  records  in  the  system:  This  record  consists  of  a  list¬ 
ing,  by  year,  of  the  violations  of  speculative  limits  imposed  by  the 
Commission  and  the  exchanges.  It  includes  the  trader’s  assigned 
code  number,  the  commodity  involved,  the  name  of  the  trader,  the 
type  of  violation,  the  date  of  violation,  the  date  the  violation 
ceased,  and  the  action  taken.  Copies  of  warning  letters  and  replies 
pertaining  to  the  violations  listed  are  maintained  with  the  logbook. 

Authority  for  maintenance  of  the  system:  Sections  4(i)  and  8  of  the 
Commodity  Exchange  Act,  7  U.S.C.  6i  and  7  U.S.C.  12. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  applica¬ 
ble  to  this  system  of  records  are  ^t  forth  in  the  introduction  to 
these  system  notices  under  the  caption  “general  statement  of  rou¬ 
tine  uses.” 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  P^jer  records  in  file  folders. 

Retrievability:  Listed  by  fiscal  year,  and  within  each  year  may  be 
retrieved  by  the  name  of  the  violator. 

Safeguards:  Protection  against  unauthorized  disclosure  is  afforded 
by  general  office  security  measures.  Records  are  located  in  secured 
rooms  or  on  secured  premises  with  access  limited  to  those  whose 
official  duties  requircaccess. 

Retention  and  flisposal:  The  records  are  maintained  on  the 
premises  for  5  years,  then  held  in  Federal  Records  Center  for  15 
years  before  being  destroyed. 

System  manager(s)  and  address:  Regional  Administrator,  Com¬ 
modity  Futures  Trading  Commission,  141  West  Jackson  Blvd., 
Room  A-1,  Chicago,  Illinois  60604;  Regional  Administrator,  Com¬ 
modity  Futures  Trading  Commission,  61  Broadway,  Room  2101, 
New  York,  New  York  10006. 

Notification  procedure:  Individuals  seeking  to  determine  whether 
this  system  of  records  contains  information  about  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit;  Commodity  Futures  Trad¬ 
ing  Commission;  1120  Connecticut  Avenue,  N.W.;  Washington, 
D.C.  20036,  Telephone:  (202)  254-8630. 

Record  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 
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Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  contained  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  in  the  notification  section  above. 

Record  source  categories:  Series  ’03  reports  filed  by  traders.  Cor¬ 
respondence  prepared  by  the  Commission  or  by  the  individual  or 
his  representative. 

CFTC-19 

System  name:  Petitions  and  Rulings 

System  location:  These  records  are  maintained  in  the  Office  of 
Hearings  and  Appeals  in  the  Conunission’s  principal  office  located 
at  1120  Connecticut  Avenue,  N.W.,  Washington,  D.C.  20036. 

Categories  of  individuals  covered  by  the  system:  All  persons 
named  in  an  Application  for  Institution  of  a  Proceeding  before  the 
CFTC  or  its  predecessors. 

Categories  of  records  in  the  system:  This  system  contains  the  ap¬ 
plication  and  supporting  documentation  of  the  person  submitting 
the  application. 

Authority  for  maintenance  of  the  system:  The  maintenance  of 
these  records  is  ancillary  to  the  Commission’s  authority  to  institute 
administrative  proceedings.  See  also  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the^stem,  including  cat^o- 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  applica¬ 
ble  to  this  system  of  records  are  set  forth  in  the  introduction  to 
these  system  notices  under  the  caption  “general  statement  of  rou¬ 
tine  uses.’’ 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  The  records  in  this  system  are  maintained  by  the 
number  and  caption  assigned  to  the  application.  Generally,  the  cap¬ 
tion  will  be  the  name  of  a  firm,  organization,  or  person  against 
whom  the  applicant  con)plains. 

Safeguards:  Protection  against  unauthorized  disclosure  is  afforded 
by  limiting  access  to  the  office  where  the  record  is  maintained. 

Retention  and  disposal:  The  files  are  retained  indefinitely. 

System  manager(s)  and  address:  Director  of  Hearings  and  Ap¬ 
peals,  Commodity  Futures  Trading  Commission,  1120  Connecticut 
Avenue,  N.W.,  Washington,  D.C.  20036. 

Notification  procedure:  Individuals  seeking  to  determine  whether 
this  system  of  records  contains  information  about  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit,  Conunodity  Futures  Trad¬ 
ing  Commission,  1120  Connecticut  Avenue,  N.W.,  Washington, 
D.C.  20036,  Telephone:  (202)  254-8630.  ' 

Record  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 

Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  contained  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  ^ynit  at  the  address 
listed  in  the  notification  section  above. 

Record  source  categories:  Persons  submitting  an  Application  for 
Institution  of  a  Proceeding. 

CFTC— 20 

System  name:  Registration  of  Commodity  Pool  Operators — CFTC 

System  location:  The  primary  files  are  maintained  in  the  New 
York  office.  All  CFTC  offices  have  summary  information  in  com¬ 
puter  printout  form.  Addresses  and  telephone  numbers  of  CFTC  of¬ 
fices  are  set  forth  in  the  introduction  to  these  system  notices  under 
the  caption  “location  of  systems  of  records.” 

Categories  of  individuab  covered  by  the  system:  Partners,  sole 
proprietors,  officers,  directors  and  persons  performing  similar  func¬ 
tions  for  a  commodity  pool  operator. 

Categories  of  records  in  the  system:  Contains  various  information 
pertaining  to  registration  as  a  commodity  pool  operator.  The  New 
York  office  maintains  the  application  for  registration  (Form  6-R) 
and  supplements,  as  well  as  all  correspondence  between  the  in¬ 
dividual  and  the  agency  relating  to  registration.  A  computer  system 
is  maintained  by  the  Chicago  office.  The  computer  memory  con¬ 
sists  of  name,  firm  affiliations,  title,  date  of  birth,  place  of  birth, 
social  security  number,  fitness  and  address  of  each  individual  en¬ 
gaged  as  partner,  sole  proprietor,  officer,  and  director  and  persons 
performing  similar  functions.  Computer  printouts  prepared  quar¬ 


terly  list  all  individuals  so  engaged.  This  printout,  as  well  as  non- 
confidential  portions  of  the  application  for  registration,  are  con¬ 
sidered  publk  records  and  ava^ble  to  any  person  for  inspection 
and  copying. 

Authority  for  maintenance  of  the  system:  Section  4n(l)  of  the 
ConuiKxlity  Exchange  Act,  7  U.S.C.  6n(l). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  at  users  and  the  purposes  of  such  uses:  The  routine  uses  applica¬ 
ble  to  this  system  of  records  are  set  forth  in  the  introduction  to 
these  system  notices  under  the  caption  “general  statement  of  rou¬ 
tine  uses.’’ 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  recordis  in  the  sytem: 

Storage:  Records  are  maintained  in  manual  form  in  file  folders,  in 
computer  memory,  and  in  computer  printout  form. 

Retrievability:  The  application,  correspondence  and  other  primary 
records  are  filed  by  the  name  of  the  comrtKxlity  pool  operator.  The 
computer  records  are  maintained  by  the  name  of  the  individual  of¬ 
ficer,  partner,  proprietor,  etc.  The  computer  serves  as  a  cross-index 
by  the  name  of  the  individual  to  the  relevant  coiruiKxlity  trading  ad¬ 
visor  file. 

Safeguards:  Protection  of  non-public  records  is  afforded  by 
general  office  security  measures.  Records  are  located  in  secured 
rooms  or  on  secured  premises  with  access  limited  to  those  whose 
official  duties  require  access.  In  appropriate  cases  the  records  are 
maintained  in  lockable  file  cabinets. 

Retention  and  dbposal:  Applications  and  correspondence  are 
maintained  on  the  premises  for  3  years  from  the  end  of  calendar 
year,  then  held  in  Federal  Records  Center  for  7  years  before  being 
destroyed.  The  computer  memory  is  maintained  permanently  on  the 
premises  and  updat^  periodically  as  long  as  the  individual  remains 
associated  with  a  registered  commodity  pool  operator.  The  prin¬ 
touts  are  maintained  on  the  premises  for  six  nmnths  and  destroyed. 

System  manager(s)  and  address:  The  Regional  Administrator  of 
the  Region  where  the  records  are  located.  Addresses  and  telephone 
numbers  of  CFTC  offices  are  set  forth  in  the  introduction  to  these 
system  notices  under  the  caption  “location  of  systems  of  records.’’ 

Notification  procedure:  Individuals  seeking  to  determine  whether 
this  system  of  records  contains  information  about  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit,  Commodity  Futures  Trad¬ 
ing  Commission,  1120  Connecticut  Avenue,  N.W.,  Washington,  D. 
C.  20036,  Telephone:  (202)  254-8630. 

Record  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 

Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  contained  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  in  the  notification  section  above. 

Record  source  categories:  The  application  is  submitted  by  the 
commodity  pool  operator.  Correspondence  is  generally  prepared 
either  by  the  Commission  or  its  staff  or  by  the  commodity  pool 
operator  or  its  representative.  The  computer  record  is  prepared 
from  the  application,  and  from  the  biographical  information 
questionnaire  (Form  94),  and  other  information  in  the  fitness  files 
(see  “Fitness  Files”  system  of  records). 

CFTC— 21 

System  name:  Registration  of  Commodity  Trading  Advisors — CFTC 

System  location:  Primary  files  are  maintained  in  the  New  York 
office.  All  CFTC  offices  have  summary  information  on  computer 
printouts.  Addresses  and  telephone  numbers  of  CFTC  offices  are 
set  forth  in  the  introduction  to  these  system  notices  under  the 

Categories  of  individuals  covered  by  the  system:  Partners,  sole 
proprietors,  officers,  directors  of  and  persons  performing  similar 
functions  for  a  coirunodity  trading  advisor. 

Categories  of  records  in  the  system:  Contains  various  information 
pertaining  to  registration  as  a  corrunodity  trading  advisor.  The  New 
York  office  maintains  the  application  for  registration  (Form  5-R) 
and  supplements,  as  well  as  all  correspondence  between  the  com- 
rTKxlity  trading  advisor  and  the  Conunission  relating  to  registration. 
A  computer  system  is  maintained  by  the  (Thicago  office.  The  com¬ 
puter  memory  consists  of  name,  firm  affiliations,  title,  date  of 
birth,  place  of  birth,  social  security  number,  fitness,  and  address  of 
each  individual  engaged  as  partner,  sole  proprietor,  officer,  and 
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director  and  persons  performing  similar  functions.  Computer  prin¬ 
touts  prepared  quarterly  list  all  such  individuals  so  engaged.  This 
printout,  as  well  as  non-confidential  portions  of  the  application  for 
registration,  are  considered  public  records  and  are  ava^ble  to  any 
person  for  inspection  and  copying. 

Authority  for  maintenance  of  the  system:  Section  4n(l)  of  the 
Commodity  Exchange  Act,  7  U.S.C.  6n(l). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  applica¬ 
ble  to  this  system  of  records  are  set  forth  in  the  introduction  to 
these  system  notices  under  the  caption  “general  statement  of  rou¬ 
tine  uses.” 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  maintained  in  manual  form  in  file  folders,  in 
computer  memory  ,  and  in  computer  printout  form. 

Retrievability:  The  applications,  correspondence  and  other  related 
matters  are  filed  under  the  name  of  the  commodity  trading  advisor. 
The  computer  records  are  maintained  in  the  name  of  the  individual 
partner,  officer,  director,  etc.  The  computer  serves  as  a  cross-index 
by  the  name  of  the  individual  to  the  relevant  commodity  trading  ad¬ 
visor  file. 

Safeguards:  Protection  of  non-public  records  is  afforded  by 
general  office  security  measures.  Records  are  located  in  secured 
rooms  or  on  secured  premises  with  access  limited  to  those  whose 
official  duties  require  access.  In  appropriate  cases  the  records  are 
maintained  in  lockable  file  cabinets. 

Retention  and  disposal:  Applications  and  correspondence  are 
maintained  on  the  premises  for  3  years  from  end  of  calendar  year, 
then  held  in  Federal  Records  Center  for  7  years  before  being 
destroyed.  The  computer  memory  is  maintained  permanently  on  the 
premises  and  updated  periodically  as  long  as  the  individual  remains 
associated  with  a  registered  commodity  trading  advisor.  Computer 
printouts  are  maintained  on  the  premises  for  six  months  and 
destroyed. 

System  manager*  s)  and  address:  llie  Regional  Administrator  of 
the  Region  where  the  primary  records  and  the  computer  are 
located.  Addresses  and  telephone  numbers  of  CFTC  offices  are  set 
forth  in  these  system  notices  under  the  caption  “location  of 
systems  of  records  “ 

Notification  procedure:  Individuals  seeking  to  determine  w’hether 
this  system  of  records  contains  information  about  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit,  Commodity  Futures  Trad¬ 
ing  Commission,  1120  Connecticut  Avenue,  N.W.,  Washington, 
D  C.  20036,  Telephone:  (202)  254-1(630. 

Record  access  procedures:  Individuals  seeking  access  to  records 
abt>ut  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 

Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  contained  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  in  the  notification  section  above. 

Record  source  categories:  llie  application  is  submitted  by  the 
commodity  trading  advisor.  The  computerized  record  is  prepared 
from  the  application,  including  supplements,  and  from  information 
contained  in  other  systems  of  records,  including  the  fitness  files 
(see  “Fitness  Files*’  system  of  records).  Correspondence  is 
generally  prepared  by  the  Commission  or  by  the  commodity  trading 
advisor  or  its  representative. 

CFTC-22 

System  name:  Registration  of  Floor  Brokers — CFTC 

System  locatkm:  The  primary  records  are  maintained  by  that  re¬ 
gional  office  which  has  territorial  jurisdiction  over  the  floor 
broker’s  place  of  business.  All  CFTC  offices  have  summary  infor¬ 
mation  in  computer  printout  form.  Addresses  and  telephone  num¬ 
bers  of  CFTC  offices  are  set  forth  in  the  introduction  to  these 
system  notices  Under  the  caption  “location  of  systems  of  records.” 

Categories  of  individuals  covered  by  the  system:  Persons  who  have 
applied  to  the  Commission  for  registration  as  floor  brokers. 

Categories  of  records  in  the  system:  Contains  various  information 
pertaining  to  registration  as  a  floor  broker.  The  system  includes  the 
application  for  registration  (Form  2-R),  plus  supplements  and  all 
correspondence  between  the  floor  broker  and  the  Commission 
relating  to  registration.  A  computerized  system,  consisting  primarily 


of  information  taken  from  the  application  is  maintained  by  the 
Chicago  office.  The  computer  memory  includes  the  name,  date  of 
birth,  place  of  birth,  social  security  number,  fitness,  membership 
affiliations,  business  address,  and  residence  address  of  each  re¬ 
gistered  floor  broker.  Computer  printouts,  prepared  monthly,  list 
the  names,  business  addresses,  and  membership  affiliations  of  all 
registered  flour  brokers.  This  printout,  as  well  as  non-confidential 
portions  of  the  application  for  registration  are  considered  public 
records  and  available  to  any  person  for  inspection  and  copying.  In 
addition  certain  ancillary  records,  such  as  card  indexes,  are  main¬ 
tained,  summarizing  information  contained  in  the  system  regarding 
each  floor  broker. 

Authority  for  maintenance  of  the  system:  Section  4f(l)  of  the 
Commodity  Excluuige  Act,  7  U.S.C.  6f(l). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  applica¬ 
ble  to  this  system  of  records  are  set  forth  in  the  introduction  to 
these  system  notices  under  the  caption  “general  statement  of  rou¬ 
tine  uses.” 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  maintained  in  manual  form  in  file  folders 
and  on  index  cards,  in  computer  memory,  and  in  computer  printout 
form. 

Retrievability:  By  the  name  of  the  floor  broker. 

Safeguards:  Protection  of  non-public  records  is  afforded  by 
general  office  security  measures.  Records  are  located  in  secured 
rooms  or  on  secured  premises  with  access  limited  to  those  whose 
official  duties  require  access.  In  appropriate  cases  the  records  are 
maintained  in  lockable  ffle  cabinets. 

Retention  and  disposal:  Applications  for  registration  and  related 
correspondence  are  maintained  on  the  premises  for  3  years.  They 
are  then  held  in  the  Federal  Records  Center  for  7  years  and 
destroyed.  The  computer  memory  is  maintained  permanently  on  the 
premises  and  updated  periodically  as  long  as  the  individual  is  re¬ 
gistered.  Printouts  and  indices  are  maintained  on  the  premises  for  5 
years  and  then  in  the  Federal  Records  Center  for  5  years  before 
being  destroyed. 

System  manager(s)  and  address:  The  Regional  Administrator  of 
the  Region  where  the  records  are  located.  Addresses  and  telephone 
numbers  of  CFTC  offices  are  set  forth  in  the  introduction  to  these 
system  notices  under  the  caption  “location  of  systems  of  records.” 

Notification  procedure:  Individuals  seeking  to  determine  whether 
this  system  of  records  contains  information  about  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit,  Commodity  Futures  Trad¬ 
ing  Commission,  1120  Connecticut  Avenue,  N.W.,  Washington, 
D.C.  20036,  Telephone;  (202)  254-8630. 

Record  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  F*rivacy  Unit  at  the  address  listed  in  the  notification 
section  above. 

Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  contained  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  in  the  notification  section  above. 

Record  source  categories:  The  application  is  submitted  by  the 
floor  broker  on  whom  the  record  is  maintained.  The  computerized 
record  is  prepared  from  the  application,  including  supplements,  and 
from  information  contained  in  other  systems  of  records,  including 
the  fitness  files  (see  “Fitness  Files”  system  of  records).  Correspon¬ 
dence  is  generally  prepared  either  by  the  Commission  or  by  the 
floor  broker  or  his  representative. 

CFTC— 23 

System  name:  Registration  of  Futures  Commission 

Merchants — CFTC 

System  location:  The  primary  records  are  maintained  by  that  re¬ 
gional  office  which  has  territorial  jurisdiction  over  the  state  where 
the  firm’s  principal  office  is  located,  or  where  the  audit  is  per¬ 
formed.  All  CFTC  offices  have  summary  information  in  computer 
printout  form.  Addresses  and  telephone  numbers  of  CFTC  offices 
are  set  forth  in  the  introduction  to  these  system  notices  under  the 
caption  “location  of  systems  of  records." 

Categories  of  individuals  covered  by  the  system:  Officers,  part¬ 
ners,  sole  proprietors,  branch  office  managers,  agents,  or  10 
stockholders  of  a  futures  commission  merchant. 
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Catejtorles  of  records  in  the  system:  Contains  various  information 
pertaining  to  registration  as  a  futures  commission  merchant.  The 
system  includes  the  application  for  registration  (Form  1-R),  plus 
supplements,  and  all  correspondence  between  the  futures  commis¬ 
sion  merchant  and  the  Commission  relating  to  registration.  A  com¬ 
puterized  record  is  maintained  for  each  individual  engaged  as  an  of¬ 
ficer.  partner,  sole  proprietor,  branch  office  manager,  agent  or  10 
stockholder  of  a  futures  commission  merchant,  as  listed  in  the 
application.  The  computer  memory  consists  of  the  name, 
firm  affiliation,  title,  date  and  place  of  birth,  social  security 
number,  fitness,  and  business  address  of  each  individual. 

(Quarterly  printouts  are  prepared  listing  all  individuals . 

currently  engaged  in  the  capacities  indicated  above.  This 
printout,  as  well  as  non-confidential  portions  of  the 
application  for  registration,  are  considered  public  records, 
and  arc  available  to  any  person  for  inspection  and  copying. 

Authority  for  maintenance  of  the  system:  Section  4f(  1 )  of  the 
Commodity  Exchange  Act,  7  U.S.C.  6f(l). 

Routine  uses  of  records  maintained  in  the  sy.stem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  applica¬ 
ble  to  this  system  of  records  are  set  forth  in  the  introduction  to 
these  system  notices  under  the  caption  “general  statement  of  rou¬ 
tine  uses.” 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  arc  maintained  in  manual  form  in  file  folders,  in 
computer  memory,  and  in  computer  printout  form. 

Retrievahility:  Applications,  correspondence,  and  other  related 
matters  are  filed  under  the  name  of  the  registrant  futures  commis¬ 
sion  merchant.  Computer  rcct>rds  are  maintained  by  the  name  of 
the  individual  officer,  partner,  shareholder,  etc.,  and  serve  as  a 
cross-index  to  the  primary  registration  file. 

Safeguards:  lYotection  of  non-public  records  is  afforded  by 
general  office  security  measures.  Records  are  located  in  secured 
rooms  or  on^  secured  premises  with  access  limited  to  those  whose 
official  duties  require  access.  In  appropriate  cases  the  records  are 
maintiiined  in  kKkahle  file  cabinets. 

Retention  and  disposiil:  Applications  for  registration  and  related 
correspondence  arc  maintained  on  the  premises  for  three  years. 
Records  are  then  held  in  Federal  Records  Center  for  seven  yciu's 
and  destroyed.  The  computer  nK'mory  is  maintained  permanently 
on  the  premises  and  updated  periodically  as  long  as  the  individu:il 
remains  associated  as  a  principal  with  a  registered  futures  commis¬ 
sion  merchant.  Printouts  are  maintained  on  the  premises  for  six 
months  and  destroyed. 

System  manugcr(s)  and  address:  The  Regional  Administrator  of 
the  Region  where  the  records  are  located.  Addresses  and  telephone 
numbers  of  CFTC  offices  are  set  forth  in  the  introduction  to  these 
system  notices  under  the  caption  “liKation  of  systems  of  records.” 

Notification  procedure:  Individuals  seeking  to  determine  whether 
this  system  of  records  contains  information  about  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit,  CommenJity  Futures  Trad¬ 
ing  Commission,  1120  Connecticut  Avenue,  N.W.,  Washington,  D. 
C.  2tK).^6.  Telephone:  (202)  2.-54-86.^ 

Record  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  sluiuld  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 

Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  contained  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  in  the  notification  section  aKtve. 

Record  source  categories:  The  application  is  submitted  by  the  fu¬ 
tures  commission  merchant.  The  computerized  record  is  prepared 
from  the  application,  including  supplements,  and  from  information 
contained  in  other  systems  of  records,  including  the  fitness  fUes 
(see  “Fitness  Files”system  of  records).  Correspondence  is 
generally  prepared  by  the  Commission  or  by  the  futures  commis¬ 
sion  merchant  or  its  representatives. 

CFTC-24 

System  name:  Registration  and  Fitness  of  Associated  Per¬ 
sons — CFTC 

System  location:  The  primary  files  are  maintained  in  the  Chicago 
office.  All  CFTC  offices  have  summary  information  in  computer 
printout  form.  Addresses  and  telephone  numbers  of  CFTC  offices 
are  set  forth  in  the  introduction  to  these  system  notices  under  the 
caption  “location  of  systems  of  records.” 


Categories  of  individuals  covered  by  the  system:  Persons  who  have 
applied  to  the  Commission  for  registration  as  a  person  associated 
with  a  futures  commission  merchant  or  with  any  agent  of  a  futures 
commission  merchant.  This  includes  partners,  officers,  or  em¬ 
ployees  acting  in  any  capacity  which  involves  the  solicitation  or  ac¬ 
ceptance  of  customers’  orders  for  futures  contracts  or  supervision 
of  individuals  so  engaged.  It  also  includes  anyone  occupying  a 
similar  status  or  performing  similar  functions. 

Catcg«iries  records  in  the  system:  Contains  various  information 
pertaining  to  the  applicant’s  registration  as  an  associated  person. 
The  system  includes  the  application  for  registration  (Form  4-R)  and 
supplements,  as  well  as  correspondence  between  the  associated 
person  and  the  Commission.  It  also  includes  correspondence  relat¬ 
ing  to  the  fitness  of  the  individual  to  be  engaged  in  the  business.  A 
computerized  record  is  kept  of  information  concerning  each  regis¬ 
trant.  This  includes  his  name,  firm  affiliation,  date  of  birth,  place 
of  birth,  social  security  number,  education,  fitness,  experience,  and 
home  address.  Regular  computer  printouts  show  the  name  and  firm 
affiliation  of  all  individuals  engaged  as  associated  persons.  This 
printout,  as  well  as  non-confidential  portions  of  the  application  for 
registration,  are  considered  public  records  and  are  available  to  any 
person  for  inspection  and  copying. 

Authority  f«>r  maintenance  of  the  system:  Section  4k(2)  of  the 
Commodity  Exctuinge  Act,  7  U.S.C.  6k(2). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  applica¬ 
ble  to  this  system  of  records  are  set  forth  in  the  introduction  to 
these  system  notices  under  the  caption  “general  statement  of  rou¬ 
tine  uses.” 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  maintained  in  manual  form  in  file  folders,  in 
computer  memory,  and  in  computer  printout  form. 

Retrievahility:  By  the  name  of  the  assocuited  person.  The  com¬ 
puter  cross-indexes  the  record  to  the  name  of  the  futures  commis¬ 
sion  mcrclumt  with  whom  the  individual  is  associated. 

Safeguards:  Protection  of  non-public  records  is  afforded  by 
general  office  security  measures.  Records  are  kxated  in  secured 
rix>ms  or  on  secured  premises  with  access  limited  to  those  whose 
official  duties  require  access.  In  appropriate  cases  the  records  are 
miiintained  in  kxkable  file  cabinets. 

Retention  and  disposal:  Applications  and  correspondence  are 
maintained  on  the  premises  for  three  years.  They  are  then  held  in 
Federal  Records  Center  for  seven  years  and  destroyed.  The  com¬ 
puter  memory  is  miiintained  permanently  on  the  premises  and  up¬ 
dated  periodically  as  long  as  the  individual  is  registered.  Computer 
printouts  arc  maintained  on  the  premises  for  five  years,  then' held 
in  the  Federal  Records  Center  for  five  years,  and  then  destroyed. 

Sy.stem  manager(s)  and  address:  Regional  Administrator,  Com¬ 
modity  Futures  Tniding  Commission,  141  West  Jackson  Blvd., 
Room  A-1,  Chicago,  Illinois  60604,  Telephone:  (312)  353-5990. 

Notification  procedure:  Individuiils  seeking  to  determine  whether 
this  system  of  records  contains  information  about  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit,  Commodity  Futures  Trad¬ 
ing  Commission,  1120  Connecticut  Avenud,  N.W.,  Washington, 
D.C.  20036,  Telephone:  (202)  254-86.30, 

Record  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  uic  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 

Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  contained  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  in  the  notification  section  above. 

Record  source  categories:  The  application  is  submitted  by  the  as¬ 
sociated  person.  Correspondence  may  be  prepared  by  the  Commis¬ 
sion,  the  associated  person,  the  commodity  exchanges,  other 
government  agencies,  and  other  persons  having  knowledge  about 
the  individual.  The  computer  record  is  prepared  from  the  applica¬ 
tion  and  supplements,  and  from  information  developed  during  the 
fitness  inquiry. 

CFTC— 25 

System  name:  Stipulation  of  Compliance  File — CFTC 

System  location:  Records  in  this  system  are  maintained  by  the 
Compliance  Bureau  in  the  Commission’s  principal  office  and  by  re¬ 
gional  offices.  Addresses  and  telephone  numbers  of  CFTC  offices 
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are  set  forth  in  the  introiluctioii  to  these  system  notices  under  the 
caption  “location  of  systems  of  records.” 

Categories  of  individnni.s  covered  hy  the  system:  Atiy  person  or 
firm  who  has  signed  a  stipulation  of  compliance  with  titc  Commis¬ 
sion. 

Catcgoii»s  of  records  in  tljc  .systciii:  Tliis  system  consists  of  stipu¬ 
lations  of  compliance  and  related  indices. 

Authority  for  ni:\inten:uicc  of  the  system:  The  obtaining  of  stipulii- 
tions  of  compliance  is  ancillary  to  the  duties  and  responsibilities  of 
the  Commission  to  enforce  the  provisions  of  the  CV)innM.Klity 
Exchange  Act  and  the  rules  and  regulations  adt)pted  theieimder. 
See  also  44  U.S.C.  3101 . 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  None,  llie  slipulatkms 
of  compliance  arc  a  matter  of  public  record. 

Policies  and  practices  for  st<»ring.  retrieving,  acct.ssing,  retaining, 
and  dispasing  uf  rc'corcLs  in  the  syte-m: 

Storage:  Paper  rcee>rds  in  file  folders  or  tlnee-ring  binders. 

Ketrievahility:  The  records  arc  filed  according  to  a  stipulation  e>f 
compliance  numl>cr.  They  are  cross-indexed  to  the  name  of  the  per¬ 
son  signing  the  stipulation  e>r  on  whose  behalf  the  slipulatiem  is 
signed. 

Safeguards:  Protection  is  aff»>rilcd  by  general  i>ffiee  security  mea¬ 
sures.  Records  arc  located  in  secured  rimnis  or  on  secured  premises 
with  access  limited  to  those  wht)sc  official  duties  require  access. 

Retention  and  disposal:  I'he  records  arc  maintained  indefinitely 
on  the  premises,  unless  otherwise  ordered  by  the  System  Manager. 

System  munager(s)  and  address:  1  he  Director  of  the  Compliance 
Bureau  in  the  Commission’s  prineip;J  office,  and  the  Regional  Ad¬ 
ministrator  of  each  of  the  regional  offices.  Addresses  and  telephone 
numbers  of  CFTC  offices  arc  set  forth  in  the  introduction  to  these 
system  notices  under  the  caption  “location  of  systems  of  records.” 

Notification  procedure:  Individuals  seeking  to  determine  whether 
this  system  of  records  contains  information  tibout  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit,  CommtKlity  Futures  Trad¬ 
ing  Commission,  1120  Connecticut  Avenue,  N.W.,  Washington, 
D.C.  20036,  Telephone:  (202)  254-8630. 

Record  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  alwve. 

Contesting  rc'cord  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  eonUiined  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  in  the  notification  section  above. 

Record  source  categories:  T  he  individual  signing  the  stipulation  of 
compliance. 

CFrC-26 

System  name:  Subpoena  File — CFTC 

System  location:  Records  in  this  system  arc  maintained  in  the 
Commission’s  New  York  regional  office  at  61  Broadway,  RiKiin 
2101,  New  York,  New  York  l(XH)f).  and  in  the  Chicago  regional  of¬ 
fice  at  141  West  Jackson  Blvd.,  Roont  A-1,  Chicago,  Illinois  60604. 

Categories  of  individuals  co>ered  by  the  system:  Individuals  who 
have  been  subpoenaed  by  the  Commission. 

Categories  of  records  in  the  system:  This  file  contains  copies  uf 
subpoenas  issued  to  individuals  and  a  covering  memorandum  ex¬ 
plaining  the  purpose  of  subpoena.  It  also  contains  other  memoran¬ 
da,  correspondence,  and  miscellaneous  materials  rckiting  to  the 
subpoena. 

Authority  for  maintenance  of  the  system:  Section  6(h)  of  the  Com¬ 
modity  Exchange  Act,  7  U.S.C.  15. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  applica¬ 
ble  to  this  system  of  records  itfe  set  forth  in  the  introduction  to 
these  system  notices  under  the  caption  “general  statement  of  rou¬ 
tine  uses.” 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaini:ig, 
and  disposing  of  records  in  tlie  sylem: 

Storage:  Paper  records  in  file  folders. 

Retrievabilhy:  By  the  name  of  the  person  to  whom  the  subpoena 
was  issued. 


Safegusjrds:  Fioteetion  is  idforcled  by  general  office  security  mea¬ 
sures.  Records  are  Urcated  in  seeuretl  itK>ms  or  in  secured  premises 
with  aeeeiis  limited  to  liiose  whose  official  duties  require  access. 

Retention  and  <lisp4t.vd:  Tlie  records  arc  relai:ied  for  5  years,  and 
then  destroyed. 

System  inanager(s)  and  addres,s:  RegioiuJ  Administrator,  Com- 
imKlity  Futures  Trading  Commission,  141  West  Jackson  Blvd., 
RiH>m  A-1,  Chicago,  Illinois  60604.  Regional  Administrator,  Com¬ 
modity  Futures  Trading  Commission,  61  Broadway,  Room  2101, 
New  'V'ork,  New  York  1(X)06. 

N'otificutiun  procedure:  Individuals  seeking  to  determine  whether 
this  system  of  records  contains  information  about  them  should  ad¬ 
dress  their  inquiries  to  the  lYivacy  Unit,  Commodity  Futures  Trad¬ 
ing  Commission,  1120  Connecticut  Avenue,  N.W.,  Wasliingtun, 
D  C.  2(K).36,  Telephone:  (202)  254-8630. 

Kccurd  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 

C«>ntc.stiiig  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  contained  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  ill  the  notification  section  above. 

Record  source  eatcgorics:  Subpt>enas  and  related  memoranda 
prepared  by  the  Conunission  staff.  Correspondence  between  the 
Commission  and  the  person  to  whom  the  subpoena  was  issued  or 
his  attorney  or  otlicr  representative. 

CFTC--27 

Sy.stein  name:  Violation  Follow-up  Files — Cl^C 

System  lucatiun:  Records  in  this  sytem  are  maintained  by  the 
Compliance  Bureau  in  the  Commission’s  principal  office  and  by  the 
regional  offices.  Addresses  and  telephone  numbers  of  CFTC  offices 
are  set  fuith  in  the  introduction  to  these  system  notices  under  the 
caption  “location  of  systems  of  records.” 

Categories  of  individuals  covered  hy  the  system:  Persons  who  have 
had  criminal,  civil  or  administrative  action  taken  against  them,  or 
who  have  been  sent  compliance  or  warning  letters  regarding  viola¬ 
tions  of  the  Commodity  Exchange  Act  or  the  rules  and  regulations 
thereunder. 

(’ategories  uf  records  in  the  sy.stenK  This  system  uf  records  con¬ 
tains  various  diieumentation  relating  to  official  actions  taken 
against  individuals  based  on  violations  of  the  Commodity  Exchange 
Act  and  the  rules  and  regulations  adopted  thereunder.  These  in¬ 
clude: 

1.  Copies  of  indictments  and  records  of  conviction  or  other 
disiHisition  in  criminal  actions. 

2.  Decisions  and  orders  in  administrative  proceedings  before  the 
Commission. 

3.  Warning  letters,  compliance  lettcra,  and  stipulations  of  com¬ 
pliance. 

4.  I'ermancnt  and  prelimiiiiu^y  injunctions  and  temporary  restrain¬ 
ing  orders  based  on  complaints  filed  by  the  Commission. 

5.  Exchange  findings  of  violations  of  exchange  rules  where  the 
acts  iJso  constitute  violations  of  the  Commodity  Exchange  Act  and 
rules  and  regulations  adopted  thereunder. 

As  part  of  the  system  a  cross-index  of  violations  is  also  main¬ 
tained,  listing  all  administrative  and  criminal  actions  instituted 
against  the  individual.  ' 

Autlmrity  for  iiiuintctiaiiec  of  tlic  system:  The  maintenance  of 
these  records  is  ancilkuy  to  the  Commission. s  responsibility  to  en¬ 
force  the  provisions  of  the  Commodity  FIxchange  Act.  See  also  44 
U.S.C.  3101. . 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  pui'poses  of  such  u.scs:  'The  routine  uses  applica¬ 
ble  to  this  system  of  records  are  set  forth  in  the  introduction  to 
these  system  notices  under  the  caption  “general  statement  of  rou¬ 
tine  uses.” 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dis]x>sing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  in  looseleaf  binders. 

Rctriev ability:  By  the  name  of  the  individual  violator. 

Safeguards:  Protection  against  unauthorized  disclosure  is  afforded 
by  limiting  access  to  the  office  maintaining  the  record,  to  those 
whose  official  duties  require  access. 
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Retentioa  and  disposal:  The  records  are  retained  on  the  premises 
for  10  years  and  then  destroyed  unless  otherwise  ordered  by  the 
System  Manager.  The  index  is  maintained  indefinitely. 

System  managerfs)  and  address:  The  Director  of  the  Compliance 
Bureau  in  the  Conunission’s  principal  office,  and  the  Regional  Ad¬ 
ministrator  of  each  of  the  regional  offices.  Addresses  and  telephone 
numbers  of  CFTC  offices  are  set  forth  in  the  introduction  to  these 
system  notices  under  the  caption  “location  of  systems  of  records.” 

Notification  procedure:  Individuals  seeking  to  determine  whether 
this  system  of  records  contains- information  about  them  should  ad¬ 
dress  their  inquiries  to  the  Privacy  Unit,  Commodity  Futures  Trad¬ 
ing  Commission;  1120  Connecticut  Avenue,  N.W.;  Washington, 
D.C.  20036,  Telephone  (202)  254-8630. 


Record  access  procedures:  Individuals  seeking  access  to  records 
about  themselves  in  this  system  of  records  should  address  their 
inquiries  to  the  Privacy  Unit  at  the  address  listed  in  the  notification 
section  above. 

Contesting  record  procedures:  Individuals  contesting  the  content 
of  records  about  themselves  contained  in  this  system  of  records 
should  address  their  inquiries  to  the  Privacy  Unit  at  the  address 
listed  in  the  notification  section  above. 

Record  source  categories:  The  issuing  courts;  the  parties  to  the  ac¬ 
tion  or  their  attorneys  or  their  representatives;  the  exchanges;  the 
official  files  of  the  ^mmission's  Office  of  Hearings  and  Appeals; 
the  Commission  staff,  based  on  results  of  investigations,  audits  and 
any  other  pertinent  action  taken. 
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Tttl*  24  ■  Housing  and  Urban  Devalopmant 

SUBTITLE  A— OFFICE  OF  THE  SECRE¬ 
TARY,  DEPARTMENT  OF  HOUSING  AND 

URBAN  DEVELOPMENT 

(Docket  No.  R-76-380] 

PART  16— IMPLEMENTATION  OF  THE 
PRIVACY  ACT  OF  1974 

Intarim  Rula 

Notice  la  hereby  given  that  the  D^)art- 
ment  of  Housing  and  Urban  Develop¬ 
ment  (hereinafter  referred  to  as  the  “De¬ 
partment”)  is  adopting  an  Interim  rule 
amending  Subtitle  A  of  Title  24  of  the 
Code  of  Federal  Regulations  by  adding  a 
new  Part  16.  The  Part  implements  the 
provisions  of  sections  2  smd  3  of  the 
Privacy  Act  of  1974,  Pub.  L.  93-579  (here¬ 
inafter  referred  to  as  the  “Privacy  Act”) . 

The  rule  establishes  policies  and  pro- 
'  cedures  to  assure  the  protection  of  in¬ 
dividual  privacy  and  the  accuracy  of 
records  in  accordance  with  the  require¬ 
ments  of  the  Act.  including  provisions 
regarding  an  individual’s  access  to  and 
right  to  seek  correction  or  amendment  of 
such  records  and  the  disclosure  of  in¬ 
formation  from  such  records.  Provisions 
are  made  for  administrative  review  of 
certain  decisions  to  deny  access  to 
records  and  decisions  to  deny  correc¬ 
tion  or  amendment  thereof.  Pees  are  es¬ 
tablished  for  the  reproduction  of  records 
where  applicable. 

Principal  provisions  of  the  new  Part 
16  are  siunmarized  below: 

Section  16.3  sets  forth  procedures  for 
inquiry  by  an  Individual  as  to  whether 
the  Department  maintains  records,  per¬ 
taining  to  that  individual,  in  its  records 
systems. 

Section  16.4  provides  procedures 
whereby  an  individual  may  request  ac¬ 
cess  to  records  pertaining  to  him  or  her. 

Section  16.5  provides  procedures,  when 
a  request  for  access  is  granted,  for  the 
individual  to  inspect  and/or  copy  such 
records. 

Section  16.6  specifies  the  basis  upon 
which  a  request  for  access  by  an  individ¬ 
ual  may  be  denied  and  the  form  of  no¬ 
tice  to  an  individual  whose  request  has 
been  denied,  including  rights  to  admin¬ 
istrative  review,  where  applicable,  and 
judicial  review. 


RULES  AND  REGULATIONS 

Sectimi  16.7  provides  procedures  for 
administrative  review  of  initial  dmials 
of  access  limited  to  clrciunstances  where 
the  record  is  denied  cm  the  basis  of  an 
antichiated  civil  action  or  pro^eding,  or 
an  allegedly  unreasonable  failure  to  fol¬ 
low  procedural  requirements. 

Section  16.8  provides  procedures  for 
an  individual  to  request  correction  or 
amendment  of  a  record  pertaining  to 
that  individual. 

Section  16.9  provides  criteria  for  the 
agency  to  consider  a  request  for  amend¬ 
ment  or  correction,  and  in  the  event  the 
request  is  granted  mandates  correction 
of  the  record,  notice  to  the  individual  of 
the  correction  and  notice  to  other  agen¬ 
cies  or  persons  who  had  the  record  prior 
to  correction  or  amendment  of  such  cor¬ 
rection.  In  the  event  the  request  is  de¬ 
nied  the  Department  is  required  to  no¬ 
tify  the  individual  of  the  reasons  there¬ 
for  and  of  appellate  rights  within  the 
Department. 

Section  16.10  provides  procedures  for 
appeal  of  a  refusal  to  correct  or  amend. 

Section  16.11  sets  forth  requirements 
for  disclosure  of  personal  information  by 
the  Department  to  persons  other  than 
the  Individual  to  whom  it  pertains  and 
requires  accounting  of  certain  disclo¬ 
sures. 

Section  16.12  sets  forth  fee  schedules 
for  duplication  of  documents  and  special 
services. 

Section  16.13  sets  forth  penalties  as 
provided  in  the  “Act”. 

Sections  16.14  and  16.15  set  forth  the 
exemptions  allowed  by  the  “Act”  and 
exercised  by  the  Department. 

Publication  of  Part  16  as  a  notice  of 
proposed  rule  making  would  result  in  a 
delay  in  assuring  individuals  the  protec¬ 
tions  afforded  by  the  Act  which  would  be 
inconsistent  with  the  Congressional 
Policy  embodied  in  the  Act.  Therefore, 
The  Secretary  has  determined  that  com¬ 
ment  and  public  procedure  prior  to  adop¬ 
tion  of  this  rule  is  unnecessary,  and  go^ 
cause  exists  for  making  the  part  effective 
on  publication'.  However,  interested  per¬ 
sons  are  encovuaged  to  submit  written 
comments,  views  or  data  regarding  this 
interim  regulation  promulgated  hereby 
to  the  Rules  Docket  Clerk.  Office  of  the 
General  Counsel,  Ro(xn  10245,  Depart- 
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ment  of  Bousing  and  Uibaa  Dwniop* 
ment,  451  Ith  StiweC;  SW„  WwshtngtnBuy 
D.C.  20410.  CominimicBitInfw  sbogid  bR- 
identifled  by  the  above  docket  nundter  i' 
and  title.  All  such  submisslKis  reoeleed.1- 
on  or  before  October  27, 1975,  will  be  ooh- 
sidered  before  adoption  oi  n  final  role.  • 
A  copy  of  each  communication  win  be 
available  for  public  Inspection  during 
regular  business  hours  at  the  above  ad¬ 
dress. 

A  Finding  of  Inapidicabllity  respecting 
the  National  Environmental  Pcdicy  Act 
of  1969  has  been  made  in  accordance 
with  HUD  Handbook  1390.1.  A  copy  of 
this  Finding  of  InappllcablUti^  win  be 
available  for  public  inspection  during 
regular  business  hours  at  the  address  set 
forth  in  the  preceding  paragraid}. 

Therefore,  Subtitle  A  of  Title  24  of  the 
Code  of  Federal  Regulations  is  amended 
by  adding  a  new  Part  16,  Implementa¬ 
tion  of  the  Privacy  Act  of  1974,  to  read  as 
follows : 

Sec. 

16.1  Purpose  and  statement  of  policy. 

16.2  Definitions. 

16.3  Procedures  for  Inquiries. 

16.4  Requests  for  access;  requirements. 

16.5  Disclosure  of  requested  Information  to 

individuals. 

16.6  Initial  denial  of  access. 

16.7  Administrative  review  of  Initial  denial 

of  access. 

16.8  Request  for  correction  or  amendment 

to  record. 

16.9  Agency  procedures  upon  request  for 

correction  or  amendment  of  record. 

16.10  Appeal  of  initial  adverse  agency  deter¬ 

mination  on  correction  of  amend¬ 
ment. 

16.11  Disclosure  of  record  to  person  other 

than  the  Individual  to  whom  it  per¬ 
tains. 

16.12  Fees. 

16.13  Penalties. 

16.14  General  exemptions. 

16.15  Specific  exemptions. 

Appendix  A — Officials  to  receive  Inquiries, 
requests  for  access  and  requests  for  correc¬ 
tion  or  amendment. 

Authositt:  Department  of  Housing  and 
Urban  Development  Act,  Pub.  L.  89-174  Sec. 
7(d),  42  U.S.C.  3535(d),  Privacy  Act  of  1974, 
Pub.  L.  93-579,  5  D.S.C.  552(a) 
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§  16.1  Purpose  and  statement  of  policy. 

(a)  The  purpose  of  this  part  is  to  es¬ 
tablish  policies  and  procedures  for  im¬ 
plementing  the  Privacy  Act  of  1974  (Pub. 
L.  93-579),  5  U.S.C.  522(a).  The  main 
objectives  are  to  facilitate  full  exercise 
of  rights  conferred  on  individuals  under 
the  Act  and  to  insure  the  protection  of 
privacy  as  to  individuals  about  whom  the 
Department  maintains  records  in  sys¬ 
tems  of  records  imder  the  Act.  The  De¬ 
partment  accepts  the  responsibility  to 
act  promptly  and  in  accordance  with  the 
Act  upon  receipt  of  any  inquiry,  request 
or  appeal  from  a  citizen  of  the  United 
Stat^  or  an  alien  lawfully  admitted  for 
permanent  residence  into  the  United 
States,  regardless  of  the  age  of  the  indi¬ 
vidual. 

(b)  Further,  the  Department  accepts 
the  obligations  to  maintain  only  such  in¬ 
formation  on  individuals  as  is  relevant 
and  necessary  to  the  performance  of  its 
lawful  functions,  to  maintain  that  in¬ 
formation  with  such  accuracy,  relevancy, 
timeliness  and  completeness  as  is  rea¬ 
sonably  necessary  to  assure  fairness  in 
determinations  made  by  the  Dep>artment 
about  the  individual,  to  obtain  informa¬ 
tion  frcMn  the  individual  to  the  extent 
practicable,  and  to  take  every  reasonable 
step  to  protect  that  information  from 
unwarranted  disclosure.  The  Department 
will  maintain  no  record  describing  how 
an  individual  exercises  rights  guaranteed 
by  the  First  Amendment  unless  expressly 
authorized  by  statute  or  by  the  individual 
about  whom  the  record  is  maintained  or 
unless  pertinent  to  and  within  the  scope 
of  an  authorized  law  enforcement 
activity. 

(c)  This  part  applies  to  all  organiza¬ 
tional  components  in  the  Department  in 
order  to  assure  the  maximum  amoimt  of 
uniformity  and  consistency  within  the 
Department  in  its  implementation  of  the 
Act. 

(d)  The  Assistant  Secretary  for  Ad¬ 
ministration  shall  be  responsible  for 
carrying  out  the  requirements  of  this 
part,  for  issuing  such  orders  and  direc¬ 
tives  internal  to  the  Department  as  are 
necessary  for  full  compliance  with  the 
Act,  and  for  effecting  publication  of  all 
required  notices  concerning  systems  of 
records. 

(e)  Requests  involving  information 
pertaining  to  an  individual  which  is  in 


a  record  or  file  but  not  within  the  scope 
of  a  system  of  records  notice  published 
in  the  Federal  Register  are  outside  the 
scope  of  this  part. 

§  16.2  Definitions. 

(a)  The  definitions  of  5  U.S.C.  552a 
apply  in  this  part. 

(b)  As  used  in  this  part: 

(1)  “Act”  means  the  “Privacy  Act  of 
1974,"  Pub.  L.  93-579. 

(2)  “Privacy  OfiBcer”  means  those  of¬ 
ficials,  identified  in  Appendix  A  to  this 
part,  who  are  authorize  to  receive  and 
act  upon  inquiries,  requests  for  access, 
and  requests  for  correction  or  amend¬ 
ment. 

(3)  “Privacy  Appeals  OfiBcer”  means 
the  Assistant  Secretary  for  Administra¬ 
tion,  who  shall  act  with  the  concurrence 
of  the  General  Counsel. 

(4)  “Department”  means  the  Depart¬ 
ment  of  Housing  and  Urban  Develop¬ 
ment. 

(5)  “Inquiry”  means  a  request  by  an 
individual  that  the  Department  deter¬ 
mine  whether  it  has  any  record  in  a  sys¬ 
tem  of  records  which  pertains  to  that 
individual. 

(6)  “Request  for  access”  means  a  re¬ 
quest  by  an  individual  or  guardian  to 
inspect  and/or  copy  and/or  obtain  a  copy 
of  a  record  which  is  in  a  particular  sys¬ 
tem  of  records  and  which  pertains  to 
that  individual. 

(7)  “Request  for  correction  or  amend¬ 
ment"  means  the  request  by  an  indi¬ 
vidual  or  guardian  that  the  Department 
change  (either  by  correction,  addition  or 
deletion)  a  particular  record  in  a  system 
of  records  which  pertains  to  that 
individual. 

(8)  “Appeal”  means  the  request  by  an 
individual  that  an  initial  denial  of  a  re¬ 
quest  for  access  or  correction  or  amend¬ 
ment  by  that  individual  be  reviewed  and 
reversed. 

§  16.3  Procedures  for  inquiries. 

(a)  Any  individual,  regardless  of  age, 
may  submit  an  inquiry  to  the  Depart¬ 
ment.  The  inquiry  should  be  made  either 
in  person  at  the  ofiBce  of,  or  by  mail 
addressed  to,  the  appropriate  Privacy 
OfiBcer.  Although  orsil  requests  may  be 
honored,  a  requester  may  be  asked  to 
submit  his  request  in  writing.  The  en¬ 
velope  containing  the  request  and  the 
letter  itself  should  both  clearly  Indicate 


that  the  subject  is  a  “PRIVACY  ACT 
INQUIRY”.  If  an  individual  believes  the 
Department  maintains  a  record  pertain¬ 
ing  to  that  individual  but  does  not  know 
which  system  of  records  might  contain 
such  a  record  and/or  which  organiza¬ 
tional  component  of  the  Depart-ment 
maintains  the  system  of  records,  assist¬ 
ance  in  person  or  by  mail  will  be  pro¬ 
vided  at  the  first  address  listed  in  Ap¬ 
pendix  A  to  this  part. 

(b)(1)  An  inquiry  should  contain  the 
following  information: 

(1)  Name,  address  and  telephone  num¬ 
ber  of  the  individual  making  the  request; 

(ii)  Name,  address  and  telephone 
number  of  the  individual  to  whom  the 
record  pertains,  if  the  requesting  indi¬ 
vidual  is  either  the  parent  of  a  minor  or 
the  legal  guardian  of  the  individual  to 
whom  the  record  pertains; 

(iii)  A  certified  or  authenticated  copy 
of  documents  establishing  parentage  or 
guardianship; 

(iv)  Whether  the  individual  to  whom 
the  record  pertains  is  a  citizen  of  the 
United  States  or  an  alien  lawfully  ad¬ 
mitted  for  permanent  residence  into  the 
United  States ; 

(V)  Name  of  the  system  of  records,  as 
published  in  the  Federal  Register; 

(vi)  Location  of  the  system  of  records, 
as  published  in  the  Federal  Register; 

(vii)  Such  additional  information  as 
the  individual  knows  will  or  believes 
might  assist  the  Department  in  respond¬ 
ing  to  the  inquiry  (for  example,  the  in¬ 
dividual’s  past  or  present  relationship 
with  the  Department,  e.g.  mortgagor, 
contractor,  employee,  including  relevant 
dates)  and  in  verifying  the  individual’s 
identity  (for  example,  date  of  birth, 
place  of  birth,  names  of  parents,  place  of 
work,  dates  of  employment,  position  title, 
etc.) ; 

(viii)  Date  of  Inquiry;  and, 

(ix)  Individual’s  signature. 

The  Department  reserves  the  right  to 
require  compliance  with  the  identifica¬ 
tion  procedures  appearing  at  S  16.4(d) 
where  circumstances  warrant. 

(2)  In  compliance  with  5  U.S.C.  552a 
(e)  (3)  each  individual  supplying  the  in¬ 
formation  in  accordance  with  paragraph 
(b)(1)  of  this  section  hereby  is  informed 
that: 

(i)  The  authority  authorizing  solicita¬ 
tion  of  the  information  is  5  U.S.C.  552a, 
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disclosure  is  voluntary,  and  no  penalty 
Is  attached  for  failure  to  respond; 

(11)  The  principal  purpose  for  which 
the  information  is  intended  to  be  used 
is  processing  the  inquiry  under  the  Act; 

(ill)  The  routine  uses  which  may  be 
made  of  the  information  are  the  routine 
uses  appearing  as  a  prefatory  statement 
to  the  I^partment’s  notice  of  systems  of 
records  published  in  the  Federal  Regis¬ 
ter;  and, 

(iv)  The  effects  of  not  providing  all  or 
any  part  of  the  information  may  delay, 
or  in  some  cases  make  impossible,  the 
Department’s  processing  of  the  action  on 
the  request  under  the  Act. 

(3)  If,  having  been  made  aware  of  the 
contents  of  paragraph  (b)  (2)  of  this  sec¬ 
tion,  an  individual  submits  the  informa¬ 
tion  listed  in  paragraph  (b)(1)  of  this 
section,  he  or  she  will  be  deemed  to  have 
made  the  submission  on  a  purely  volun¬ 
tary  and  consentual  basis. 

(c)  When  an  inquiry  is  misdirected  by 
the  requester,  or  not  addressed  as  speci¬ 
fied  in  paragraph  (a)  of  this  section,  the 
Department  official  receiving  same  shall 
make  reasonable  effort  to  identify,  and 
promptly  refer  it  to,  the  appropriate 
Privacy  Officer  and  the  time  of  receipt 
for  processing  purposes  will  be  the  time 
when  it  is  received  by  the  Privacy  Officer. 

(d)  When  an  inquiry  fails  to  provide 
necessary  information  as  set  forth  in 
paragraph  (b)  of  this  section,  the  re¬ 
quester  shall  be  advised  that  the  time 
of  receipt  for  processing  purposes  will  be 
the  time  when  the  addtional  necessary 
information  is  received  by  the  Privacy 
Officer. 

(e)  Each  inquiry  received  shall  be 
acted  upon  promptly  by  the  responsible 
Privacy  Officer.  Every  effort  will  be  made 
to  respond  within  ten  days  (excluding 
Saturdays.  Sundays  and  holidays)  of  the 
date  of  receipt.  If  a  response  cannot  be 
made  within  ten  days,  the  Privacy  Of¬ 
ficer  shall  send  an  acknowledgement 
during  that  period  providing  informa¬ 
tion  on  the  status  of  the  inquiry.  The 
Privacy  Officer  may  indicate  that  addi¬ 
tional  information  would  facilitate  proc¬ 
essing  or  that  further  information  is 
necessary  to  process  the  inquiry. 

§  16.4  Requests  for  access;  require¬ 
ments. 

(a)  Any  individual,  regardless  of  age, 
may  siffimit  to  the  Department  a  re¬ 


quest  for  access  to  records  of  the  De¬ 
partment.  Ilie  request  should  be  made 
either  in  person  at  the  Office  of,  or  by 
mail  addressed  to,  the  responsible  Pri¬ 
vacy  Officer  identified  in  Appendix  A  to 
this  part.  Although  oral  requests  may  be 
honored,  a  requester  may  be  asked  to 
submit  his  request  in  writing.  The  en¬ 
velope  containing  the  request  and  the 
letter  itself  should  both  clearly  indicate 
that  the  subject  is  a  PRIVACY  ACT 
REQUEST  FOR  ACCESS  TO  RE<X)RDS. 

(b)  When  a  request  for  access  to  rec¬ 
ords  is  misdirected  by  the  requester,  or 
not  addressed  as  specified  in  paragraph 
(a)  of  this  section,  the  Department  of¬ 
ficial  receiving  same  shall  promptly  refer 
it  to  the  appropriate  Privacy  Officer  and 
the  time  of  receipt  for  processing  pur¬ 
poses  will  be  the  time  when  it  is  re¬ 
ceived  by  that  official. 

(c)  When  a  request  for  access  to  rec¬ 
ords  fails  to  provide  necessary  informa¬ 
tion  as  set  forth  in  paragraph  (b)  of  this 
section  the  requester  shall  be  advised* 
that  the  time  of  receipt  for  processing 
piu*poses  will  be  the  time  when  the  addi¬ 
tional  necessary  information  is  received 
by  the  appropriate  official. 

fd)  The  requirements  for  identifica¬ 
tion  of  individuals  seeking  access  to  rec¬ 
ords  are  as  follows: 

(1)  In  person.  Each  individual  making 
a  request  in  person  shall  be  required  to 
present  satisfactory  proof  of  identity. 
The  means  of  proof,  in  the  order  of  pref¬ 
erence  and  priority,  are; 

(i)  A  document  bearing  the  individ¬ 
ual’s  photograph  (for  example,  passport 
or  nUlitary  or  civilian  identification 
card) ; 

(ii)  A  document  bearing  the  individ¬ 
ual’s  signature  (for  example,  driver’s  li¬ 
cense,  social  security  card,  unemploy¬ 
ment  insurance  book,  employer’s  identifi¬ 
cation  card,  national  credit  card  and 
professional,  craft  or  union  membership 
card) ;  and 

(iii)  A  document  bearing  neither  the 
photograph  nor  the  signature  of  the  in¬ 
dividual  (for  example,  a  Medicaid  card) . 
In  the  event  the  individual  can  provide 
no  suitable  documentation  of  identity, 
the  Department  will  require  a  signed 
statement  asserting  the  individual’s 
identity  and  stipulating  that  the  individ¬ 
ual  understands  the  penalty  provision  of 
5  U.S.C.  552a(i)  (3) .  That  penalty  provi¬ 
sion  also  appears  at  §  16.13(a).  In  order 


to  avoid  any  imwarranted  disclosure  of 
an  individual’s  records,  the  Department 
reserves  the  right  to  determine  to  its 
satisfaction  whether  proof  of  identity 
offered  by  any  individual  is  adequate. 

(2)  Not  in  person.  It  the  individual 
making  a  request  does  not  appear  in  per¬ 
son  before  a  Privacy  Officer,  the  infor¬ 
mation  set  forth  in  §  16.3(b)(1)  and  a 
certificate  of  a  notary  public  or  equiva¬ 
lent  officer  empowered  to  administer 
oaths  must  accompany  the  request,  llie 
certificate  within  or  attached  to  the  let¬ 
ter  must  be  substantially  in  accord  with 
the  following  text; 

city  of _ 

County  of _ : 

ss - - - ,  who 

(name  of  Individual) 

affixed  (his)  (her)  signature  below  In  my 

presence,  came  before  me,  a _ , 

(title) 

In  and  for  the  aforesaid  Coimty  and  State, 

this - day  of _ _ _ _ _ _ _ , 

19 - ,  and  established  (his)  (her)  Identity 

to  my  satisfaction.  My  commission  expires 


(slgnatiire) 

If  the  request  follows  inquiry  imder 
§  16.3,  this  should  be  indicated  in  the  re¬ 
quest  for  access  in  order  to  facilitate 
processing. 

(3)  Parents  of  minors  and  legal 
guardians.  An  individual  acting  as  the 
parent  of  a  minor  or  the  legal  guardian 
of  the  individual  to  whom  a  record  per¬ 
tains  shall  establish  his  or  her  personal 
identity  in  the  same  manner  prescribed 
in  either  paragraph  (d)  (1)  or  (2)  of 
this  section.  In  addition,  such  other  in¬ 
dividual  shall  establish  his  or  her  repre¬ 
sentative  capacity  of  parent  or  legal 
guardian.  In  the  case  of  the  parent  of  a 
minor,  the  proof  of  identity  shall  be  a 
certified  or  authenticated  copy  of  the 
minor’s  birth  certificate.  In  the  case  of 
a  legal  guardian  of  an  individual  who 
has  been  declared  incompetent  due  to 
physical  or  mental  incapacity  or  age  by 
a  court  of  competent  jurisdiction,  the 
proof  of  identity  shall  be  a  certified  or 
authenticated  copy  of  the  court’s  order. 
A  parent  or  legal  guardian  may  act  only 
for  a  living  individual,  not  for  a  decedent. 
A  parent  or  legal  guardian  may  be  ac¬ 
companied  during  personal  access  to  a 
record  by  another  individual,  provided 
the  provisions  of  §  16.5(e)  are  satisfied. 
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(e)  When  the  provisions  of  this  part 
are  alleged  to  have  the  effect  of  imped¬ 
ing  an  individual  in  exercising  his  or  her 
right  to  access,  the  Department  will  con¬ 
sider  alternative  suggestions  from  an 
individual  making  a  request,  regarding 
proof  of  identity  and  access  to  records. 

(f)  An  individual  shall  not  be  required 
to  state  a  reason  or  otherwise  justify  his 
or  her  request  for  access  to  a  record. 

§  16.!j  Disclosure  of  requested  informa¬ 
tion  to  individuals. 

(a)  Each  request  received  shall  be 
acted  upon  promptly  by  the  responsible 
Privacy  Officer.  Everj'  effort  will  be  made 
to  respond  within  ten  days  (excluding 
Saturdays,  Sundays  and  holidays)  of  the 
date  of  receipt.  If  a  resE)onse  cannot  be 
made  within  ten  days  due  to  unusual 
circumstances,  the  Privacy  Officer  shall 
send  an  acknowledgement  during  that 
period  providing  information  on  the 
status  of  the  request  and  asking  for  such 
further  information  as  may  be  necessary 
to  process  the  request.  “Unusual  circum- 
stanaes”  shall  include  circumstances 
where  a  search  for  and  collection  of  re¬ 
quested  records  from  inactive  storage, 
field  facilities  or  other  establishments  are 
required,  cases  where  a  voluminous 
amount  of  data  is  involved,  instances 
where  information  on  other  individuals 
must  be  separated  or  expunged  from  the 
particular  record,  and  cases  where  con¬ 
sultations  with  other  agencies  having  a 
substantial  interest  in  the  determination 
of  the  request  are  necessary. 

(b)  Grant  oi  access — (1)  Notification. 
An  individual  shall  be  granted  access  to 
a  record  pertaining  to  him  or  her,  except 
where  the  provisions  of  §  16.6  apply.  The 
Privacy  Officer  shall  notify  the  individual 
of  such  determination  and  provide  the 
following  information: 

(i)  The  methods  of  access,  as  set  forth 
in  paragraph  (b)(2)  of  this  section; 

‘  (ii)  The  place  at  which  the  record 
may  be  inspected; 

(iii)  The  earliest  date  on  w'hich  the 
record  may  be  inspected  and  the  period 
of  time  that  the  records  will  remain 
available  for  inspection  and/or  the  esti¬ 
mated  date  by  which  a  copy  of  the  rec¬ 
ord  could  be  mailed  and  the  estimate  of 
fees  pursuant  to  §  16.12; 

(iv)  The  fact  that  the  individual,  if  he 
or  she  wishes,  may  be  accompanied  by 
another  individual  during  personal  ac¬ 


cess.  subject  to  procedures  set  forth  in 
paragraph  (e)  of  this  section;  and 

(V)  Any  additional  requirements 
needed  to  grant  access  to  a  specific  rec¬ 
ord. 

(2)  Methods  of  access.  The  following 
methods  of  access  to  records  by  an  in¬ 
dividual  may  be  available  depending  on 
the  circvunstances  of  a  given  situation: 

(i)  Inspection  in  person  may  be  had  in 
the  office  specified  by  the  Privacy  OfiBcer 
granting  access  during  hours  indicated 
by  the  Privacy  Officer; 

(ii)  Transfer  of  records  to  a  Federal 
facility  more  convenient  to  the  individual 
may  be  arranged,  but  only  if  the  Privacy 
Officer  determines  that  a  suitable  facil¬ 
ity  is  available,  that  the  individual’s  ac¬ 
cess  can  be  properly  supervised  at  the 
facility,  and  that  transmittal  of  the  rec¬ 
ords  to  that  facility  will  not  unduly  in¬ 
terfere  with  operations  of  the  Depart¬ 
ment  or  involve  unreasonable  costs,  in 
terms  of  both  money  and  manpower ;  and 

(iii)  Copies  may  be  mailed  at  the  re¬ 
quest  of  the  individual,  subject  to  pay¬ 
ment  of  the  fees  prescribed  in  §  16.12. 
The  Department,  at  its  own  initiative, 
may  elect  to  provide  a  copy  by  mail,  in 
which  case  no  fee  will  be  charged  the  in¬ 
dividual. 

(c)  The  Department  shall  supply  such 
other  information  and  assistance  at  the 
time  of  access  as  to  make  the  record  in¬ 
telligible  to  the  individual. 

(d)  The  Department  reserves  the  right 
to  limit  access  to  copies  and  abstracts 
of  original  records,  rather  than  the  orig¬ 
inal  records.  This  election  would  be  ap¬ 
propriate,  for  example,  when  the  record 
is  in  an  automated  data  media  such  as 
tape  or  disc,  when  the  record  contains 
information  on  other  individuals,  and 
when  deletion  of  infoi-mation  is  iier- 
missible  under  exemptions  (for  example, 
5  U.S.C.  552a(k)  (2)).  In  no  event  shall 
original  records  of  the  Department  be 
made  available  to  the  individual  except 
under  the  immediate  supervision  of  the 
Privacy  Officer  or  his  designee.  It  is  a 
crime  to  conceal,  mutilate,  obliterate,  or 
destroy  any  record  filed  in  a  public  office, 
or  to  attempt  to  do  any  of  the  foregoing. 
Title  18.  United  States  Code.  2701(a). 

(e)  Any  individual  who  requests  ac¬ 
cess  to  a  record  pertaining  to  that  indi¬ 
vidual  may  be  accompanied  by  another 
individual  of  his  or  her  choice.  “Accom¬ 
panied”  includes  discussion  of  the  record 


in  the  presence  of  the  other  individual. 
The  individual  to  whom  the  record  per¬ 
tains  shall  authorize  the  presence  of  the 
other  individual  by  a  signed  and  dated 
document  which  includes  the  name  of 
the  other  individual  and  specifically  de¬ 
scribes  the  record  to  which  access  is 
sought.  The  other  individual  shall  sign 
the  authorization  in  the  presence  of  the 
Privacy  Officer.  An  individual  shall  not 
be  required  to  state  a  reason  or  otherwise 
justify  his  or  her  decision  to  be  accom¬ 
panied  by  another  individual  during 
personal  access  to  a  record. 

§  16.6  Initial  denial  of  access. 

(a)  Grounds.  Access  by  an  individual 
to  a  record  which  pertains  to  that  indi¬ 
vidual  will  be  denied  only  upon  a  deter¬ 
mination  by  the  Privacy  Officer  that; 

(1)  The  record  is  subject  to  an  exemp¬ 
tion  under  §  16.14  or  to  an  exemption 
determined  by  another  agency  noticing 
the  system  of  records; 

(2)  The  record  is  information  compiled 
in  reasonable  anticipation  of  a  civil  ac¬ 
tion  or  proceeding;  or 

(3)  The  individual  unreasonably  has 
failed  to  comply  with  the  procedural  re¬ 
quirements  of  this  part. 

(b)  Notification.  The  Privacy  Officer 
shall  give  notice  of  denial  of  access  to 
records  to  the  individual  in  writing  and 
shall  include  the  following  information; 

(1)  The  Privacy  OflBcer’s  name  and 
title  or  position; 

(2)  The  date  of  the  denial; 

(3)  The  reasons  for  the  denial,  includ¬ 
ing  citation  to  the  appropriate  section 
of  the  Act  and/or  this  part; 

(4)  The  individual’s  opportunities,  if 
any,  for  further  administrative  consid¬ 
eration,  including  the  identity  and  ad¬ 
dress  of  the  appropriate  Privacy  Appeals 
Officer.  If  no  further  administrative  con¬ 
sideration  within  the  Department  is 
available,  the  notice  shall  state  that  the 
denial  is  administratively  final;  and, 

(5)  If  stated  to  be  administratively 
final;  and,  within  the  Department,  the 
individual’s  right  to  judicial  review  under 
5  U.S.C.  552a(g)(l),  as  amended  by  5 
U.S.C.  552a(g)  (5). 

§  16.7  Administrative  review  of  initial 
denial  of  aecess. 

(a)  Review  shall  be  available  only  from 
a  written  denial  of  a  request  for  access 
issued  under  §  16.6(a)  (2)  or  (3)  and 
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only  if  a  written  request  for  review  is 
filed  within  thirty  calendar  days  after 
the  issuance  of  the  written  denial. 

(b)  A  request  for  review  shall  be  ad¬ 
dressed  to  the  Privacy  Appeals  Officer 
identified  in  the  initial  denial,  which  of¬ 
ficial  is  authorized  to  make  final  deter¬ 
minations.  The  envelope  containing  the 
request  for  review  and  the  letter  itself 
should  both  clearly  indicate  that  the  sub¬ 
ject  is  a  PRIVACY  ACT  REQUEST  FOR 
REVIEW. 

(c)  When  a  request  for  review  is  mis¬ 
directed  by  the  requester,  or  not  ad¬ 
dressed  as  specified  in  paragraph  (b)  of 
this  section,  the  Department  official  re¬ 
ceiving  same  shall  promptly  refer  it  to 
the  Privacy  Appeals  Officer  and  the  time 
of  receipt  for  processing  purposes  will  be 
the  time  when  it  is  received  by  the  ap¬ 
propriate  official. 

(d)  When  a  request  for  review  fails  to 
provide  necessary  information  as  set 
forth  in  paragraph  (e)  of  this  section, 
the  requester  shall  be  given  reasonable 
opportunity  to  amend  the  request  and 
shall  be  advised  that  the  time  of  receipt 
for  processing  purposes  will  be  the  time 
when  the  additional  necessary  informa¬ 
tion  is  received  by  the  appropriate 
official. 

(e)  The  filing  of  a  request  for  review 
may  be  accomplished  by  mailing  to  the 
Privacy  Appeals  Officer  a  copy  of  the  re¬ 
quest  for  access,  if  in  writing;  a  copy  cf 
the  written  denial  issued  under  §  16.6; 
and  a  statement  of  the  reasons  why  the 
initial  denial  is  believed  to  be  in  error. 
The  appeal  shall  be  signed  by  the  in¬ 
dividual. 

(f)  No  hearing  will  be  allowed  in  con¬ 
nection  with  administrative  review  of  an 
Initial  denial  of  access. 

(g)  The  Privacy  Appeals  Officer  shall 
act  upon  the  appeal  and  issue  a  final  de¬ 
termination  in  writing  not  later  than 
thirty  days  (excluding  Saturdays.  Sun¬ 
days  and  holidays)  from  the  date  on 
which  the  appeal  is  received;  provided, 
that  the  Privacy  Appeals  officer  may  ex¬ 
tend  the  thirty  days  upon  deciding  that  a 
fair  and  equitable  review  cannot  be  made 
within  that  period,  but  only  if  the  in¬ 
dividual  is  advised  in  writing  of  the  rea¬ 
son  for  the  extension  and  the  estimated 
date  by  which  a  final  determination  will 
issue,  which  estimated  date  should  not 
be  later  than  the  sixtieth  day  (exclud¬ 


ing  Saturdays,  Sundays  and  holidays) 
after  receipt  of  the  appeal  imless  there 
exist  unusual  circumstances,  as  described 
in  §  16.5(a). 

(h)  The  decision  after  review  will  be 
in  writing,  will  constitute  final  action  of 
the  Department  on  a  request  for  access, 
and,  if  the  denial  of  the  request  is  in 
whole  or  part  upheld,  the  Department 
shall  notify  the  person  making  the  re¬ 
quest  of  his  right  to  judicial  review  under 
5  U.S.C.  552a(g)(l).  as  amended  by  5 
U.S.C.  552a(g)(5). 

§  16.8  Request  for  correction  or  amend¬ 
ment  to  record. 

(a)  Any  individual,  regardless  of  age, 
may  submit  to  the  Department  a  request 
for  correction  or  amendment  of  a  record 
pertaining  to  that  individual.  The  request 
should  be  made  either  in  person  at  the 
office  of,  or  by  mail  addressed  to,  the 
Privacy  Officer  who  processed  the  indi¬ 
vidual’s  request  for  access  to  the  record. 
Although  an  oral  request  may  be  honored, 
a  requester  may  be  asked  to  submit  his 
or  her  request  in  writing.  The  envelope 
containing  the  request  and  the  letter 
itself  should  both  clearly  indicate  that 
the  subject  is  a  PRIVACY  ACT  RE¬ 
QUEST  FOR  CORRECTION  OR 
AMENDMENT. 

(b)  When  a  request  for  correction  or 
amendment  is  misdirected  by  the  re¬ 
quester,  or  not  addressed  as  specified  in 
paragraph  (a)  of  this  section,  the  De¬ 
partment  official  receiving  same  shall 
make  reasonable  effort  to  identify,  and 
promptly  refer  it  to,  the  appropriate  Pri¬ 
vacy  Officer  and  the  time  of  receipt  for 
processing  purposes  will  be  the  time  when 
it  is  received  by  the  appropriate  official. 

(c)  When  a  request  for  correction  or 
amendment  fails  to  provide  necessary  in¬ 
formation  as  set  forth  in  paragraph  (e) 
of  this  section,  the  requester  shall  be 
given  reasonable  opportunity  to  answer 
the  request  and  shall  be  advised  that 
the  time  of  receipt  for  processing  pur¬ 
poses  will  be  the  time  when  the  addi¬ 
tional  necessary  information  is  received 
by  the  appropriate  official. 

(d)  Since  the  request,  in  all  cases,  will 
follow  a  request  for  access  under  §  16.4, 
the  Individual’s  identity  will  be  estab¬ 
lished  by  his  or  her  signature  on  the 
request. 

(e)  A  request  for  correction  or  amend¬ 
ment  should  include  the  foUowing; 


(1)  A  specific  Identification  of  the 
record  soiight  to  be  corrected  or  amended 
(for  example,  description,  title,  date, 
paragraph,  sentence,  line  and  words) ; 

(2)  ’The  specific  wording  to  be  deleted, 
if  any; 

(3)  The  specific  wording  to  be  inserted 
or  added,  if  any,  and  the  exact  place 
at  which  it  is  to  be  inserted  or  added; 
and 

(4)  A  statement  of  the  basis  for  the 
requested  correction  or  amendment,  with 
all  available  supporting  documents  and 
materials  which  substantiate  the  state¬ 
ment. 

(f )  The  provisions  of  §  16.3(b)  (2)  and 
(3)  apply  to  the  information  obtained 
under  paragraph  (e)  of  this  section. 

§  16.9  Agency  procedures  upon  request 
for  correction  or  amendment  of 
^  record. 

(a)(1)  Not  later  than  ten  days  (ex¬ 
cluding  Saturdays,  Sundays  and  holi¬ 
days)  after  receipt  of  a  request  to  cor¬ 
rect  or  amend  a  record,  the  Privacy 
Officer  shall  send  an  acknowledgment 
providing  an  estimate  of  time  within 
which  action  will  be  taken  on  the  request 
and  asking  for  such  further  informa¬ 
tion  as  may  be  necessary  to  process  the 
request.  The  estimate  of  time  may  take 
into  account  imsual  circumstances  as 
described  in  §  16.5(a).  No  acknowledg¬ 
ment  will  be  sent  if  the  request  can  be 
reviewed,  processed,  and  the  individual 
notified  of  the  results  of  review  (either 
compliance  or  denial)  within  the  ten 
days.  Requests  filed  in  person  will  be 
acknowledged  at  the  time  submitted. 

(2)  Promptly  after  acknowledging  re¬ 
ceipt  of  a  request,  or  after  receiving  such 
fmther  information  as  might  have  been 
requested,  or  after  arriving  at  a  decision 
within  the  time  prescribed  in  §  16.9(a) 
(1),  the  Privacy  Officer  shall  either: 

(i)  Make  the  requested  correction  or 
amendment  and  advise  the  individual  in 
writing  of  such  action,  providing  either 
a  copy  of  the  corrected  or  amended  rec¬ 
ord  or  a  statement  as  to  the  means 
whereby  the  correction  or  amendment 
was  effected  in  cases  where  a  copy  can¬ 
not  be  provided;  or, 

(ii)  Inform  the  individual  in  writing 
that  his  or  her  reqeust  is  denied  and 
provide  the  following  information: 

(A)  The  Privacy  Officer’s  name  and 
title  and  position; 
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(B)  The  date  of  the  denial; 

(C)  The  reasons  for  the  denial,  hiclud- 
ing  citation  to  the  appropriate  sections 
of  tlie  Act  and  this  part;  and, 

(D)  The  procedures  for  appeal  of  the 
denial  as  set  fortli  in  §  16.10,  including 
the  name  and  address  of  the  Privacy  Ap¬ 
peals  Officer.  The  term  “promptly”  in 
this  §  16.9  means  within  thirty  days  (ex¬ 
cluding  Saturdays,  Sundays  and  holi¬ 
days)  .  If  the  Privacy  Officer  cannot  make 
the  deteiTOination  within  thirty  days,  the 
individual  will  be  advised  in  writing  of 
the  reason  therefor  and  of  the  esti¬ 
mated  date  by  which  the  determination 
will  be  made. 

(b)  Whenever  an  individual’s  record  is 
corrected  or  amended  pursuant  to  a  re¬ 
quest  by  that  individual,  the  Privacy  Of¬ 
ficer  shall  see  to  the  notification  of  all 
persons  and  agencies  to  which  the  cor¬ 
rected  or  amended  portion  of  the  rec¬ 
ord  had  been  disclosed  prior  to  its  cor¬ 
rection  or  amendment,  if  an  accounting 
of  such  disclosure  was  made  as  required 
by  the  Act.  The  notification  shall  require 
a  recipient  agency  maintaining  the  rec¬ 
ord  to  acknowledge  receipt  of  the  notifi¬ 
cation,  to  correct  or  amend  the  record 
and  to  appraise  any  agency  or  person  to 
which  it  had  disclosed  the  record  of  the 
substance  of  the  correction  or  amend¬ 
ment. 

(c)  The  following  criteria  will  be  con¬ 
sidered  by  the  Privacy  Officer  in  review¬ 
ing  a  request  for  correction  or  amend¬ 
ment: 

(1)  The  sufficiency  of  the  evidence 
submitted  by  the  individual; 

(2)  The  factual  accuracy  of  the  in¬ 
formation; 

(3)  The  relevance  and  necessity  of 
the  information  in  terms  of  the  purpose 
for  which  it  was  collected; 

(4)  The  timeliness  and  currency  of  the 
information  in  terms  of  the  purpose  for 
which  it  was  collected; 

(5)  The  completeness  of  the  infor¬ 
mation  in  terms  of  the  purpose  for  which 
it  was  collected: 

(6)  The  possibility  that  denial  of  the 
request  could  unfairly  result  in  determi¬ 
nations  adverse  to  the  individual; 

(7)  nie  character  of  the  record  sought 
to  be  corrected  or  amended;  and 

(8)  Ihe  propriety  and  feasibility  of 
complying  with  the  specific  means  of  cor¬ 
rection  or  amendment  requested  by  the 
individual. 


(d)  'The  Department  will  not  under¬ 
take  to  gather  evidence  for  the  indi¬ 
vidual,  but  does  reserve  the  right  to 
verify  tlie  evidence  which  tlie  individual 
submits. 

(e)  Correction  or  amendment  of  a 
record  requested  by  an  individual  will 
be  denied  only  upon  a  determination  by 
the  Privacy  Officer  that: 

(1)  There  has  been  a  failure  to  estab¬ 
lish,  by  the  evidence  presented,  the  pro¬ 
priety  of  the  correction  or  amendment  in 
light  of  the  criteria  set  forth  in  para¬ 
graph  (c)  of  this  section; 

(2)  The  record  sought  to  be  corrected 
or  amended  was  compiled  in  a  terminated 
judicial,  quasi-judicial,  leg^ative  or 
quasi-legislative  proceeding  to  which  the 
individual  was  a  party  or  participant; 

(3)  The  information  in  the  record 
sought  to  be  corrected  or  amended,  or 
the  record  sought  to  be  corrected  or 
amended,  is  the  subject  of  a  pending 
judicial,  quasi- judicial  or  quasi-legisla¬ 
tive  proceeding  to  which  the  individual 
is  a  party  or  participant; 

(4)  The  correction  or  amendment 
would  violate  a  duly  enacted  statute  or 
promulgated  regulation;  or, 

(5)  The  individual  unreasonably  has 
failed  to  comply  with  the  procedural  re¬ 
quirements  of  this  part. 

(f )  If  a  request  is  partially  granted  and 
partially  denied,  the  Privacy  Officer  shall 
follow  the  appropriate  procedures  of  thLs 
section  as  to  the  records  within  the  grant 
and  the  records  within  the  denial. 

§  16.10  Appeal  of  initial  adverse  agency 
determination  on  correction  or 
amendment. 

(a)  Appeal  shall  be  available  only  from 
a  written  denial  of  a  request  for  correc¬ 
tion  or  amendment  of  a  record  Issued 
under  §  16.9,  and  only  if  a  written  appeal 
is  filed  within  thirty  calendar  days  after 
the  issuance  of  the  written  denial. 

(b)  Each  appeal  shall  be  addressed  to 
the  Privacy  Appeals  Officer  Identified  in 
the  written  denial.  The  envelope  contain¬ 
ing  the  appeal  and  the  letter  itself 
should  both  clearly  indicate  that  the 
subject  is  PRIVACY  ACT  APPEAL. 

(c)  When  an  appeal  is  misdirected  by 
the  requester,  or  not  addressed  as  speci¬ 
fied  in  paragraph  (b)  of  this  section,  tlie 
Department  official  receiving  same  shall 
promptly  refer  it  to  the  appropriate 
Privacy  Appeals  Officer  and  the  time  of 


receipt  for  processliog  purposes  will  be 
the  time  when  it  Is  received  by  the  ap¬ 
propriate  official. 

(d)  When  an  appeal  fails  to  provide 
the  necessary  information  as  set  forth 
in  paragraph  (e)  of  this  section,  the  re¬ 
quester  shall  be  advised  that  the  time  for 
receipt  for  processing  purposes  will  be 
the  time  when  the  additional  necessary 
information  is  received  by  the  appro¬ 
priate  official. 

(e)  The  individual’s  appeal  papers 
shall  include  the  following:  A  copy  of  the 
original  request  for  correction  or  amend¬ 
ment;  a  copy  of  the  initial  denial;  and  a 
statement  of  the  reasons  why  the  initial 
denial  is  believed  to  be  in  error.  ’The  ap¬ 
peal  shall  be  signed  by  the  individual. 
Hie  record  which  the  individual  requests 
be  corrected  or  amended  will  be  supplied 
by  the  Privacy  Officer  who  issued  the  ini¬ 
tial  denial.  While  the  foregoing  normally 
will  comprise  the  entire  record  on  appeal, 
the  Privacy  Appeals  Officer  may  seek  ad¬ 
ditional  information  necessary  to  as- 
sm*e  that  the  final  determination  is  fair 
and  equitable  and,  in  such  instances,  the 
additional  information  will  be  disclosed 
to  the  individual  to  the  greatest  extent 
possible  and  an  opportunity  provided  for 
comment  thereon. 

(f)  No  hearing  on  appeal  will  be 
allowed. 

(g)  The  Privacy  Appeals  Officer  shall 
act  upon  the  appeal  and  issue  a  final  De¬ 
partment  determination  in  writing  not 
later  than  thirty  days  (excluding  Satur¬ 
days,  Simdays  and  holidays)  fix>m  the 
date  on  which  the  appeal  is  received; 
provided,  that  the  Privacy  Appeals  Of¬ 
ficer  may  extend  the  thirty  days  upon 
deciding  that  a  fair  and  equitable  review 
cannot  be  made  within  that  period,  but 
only  if  the  individual  is  advised  in  writ¬ 
ing  of  the  reason  for  the  extension  and 
the  estimated  date  by  which  a  final  de¬ 
termination  will  issue  (which  estimated 
date  should  not  be  later  than  the  six¬ 
tieth  day  (excluding  Saturdays,  Sundays 
and  holidays)  after  receipt  of  the  appeal 
imless  unusual  circumstances,  as  de¬ 
scribed  in  §  16.5(a) ,  are  met),. 

(h)  If  the  appeal  is  determined  in 
favor  of  the  individual,  the  final  deter¬ 
mination  shall  include  the  specific  cor¬ 
rections  or  amendments  to  be  made  and 
a  copy  thereof  shall  be  transmitted 
promptly  both  to  the  individual  and  to 
the  Privacy  Officer  who  issued  the  initial 
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denial.  Upon  receipt  of  such  final  deter¬ 
mination,  the  Privacy  Officer  promptly 
shall  take  the  actions  set  forth  in  §  16.9 

(a)  (2)  (i)  and  §  16.9(b). 

(1)  If  the  appeal  is  denied,  the  final 
determination  shall  be  transmitted 
promptly  to  the  individual  and  shall  state 
the  reasons  for  the  denial.  The  notice  of 
final  determination  also  shall  inform  the 
individual  of  the  following  information: 

(1)  The  right  of  the  individual  to  file 
a  concise  statement  of  reasons  for  dis¬ 
agreeing  with  the  final  determination. 
The  statement  ordinarily  should  not  ex¬ 
ceed  one  page  and  the  Department  re¬ 
serves  the  right  to  reject  a  statement  of 
excessive  length.  Such  a  statement  shall 
be  filed  with  the  Privacy  Appeals  Officer. 
It  should  Identify  the  date  of  the  final  de¬ 
termination  and  be  signed  by  the  individ¬ 
ual.  The  Privacy  Appeals  Officer  shall 
acknowledge  receipt  of  such  statement 
and  inform  the  individual  of  the  date  on 
which  it  was  received; 

(2)  The  fact  that  any  such  disagree¬ 
ment  statement  filed  by  the  individual 
will  be  noted  in  the  disputed  record  and 
that  a  copy  of  the  statement  will  be  pro¬ 
vided  to  persons  and  agencies  to  which 
the  record  is  disclosed  subsequent  to  the 
date  of  receipt  of  such  statement; 

(3)  The  fact  that  prior  recipients  of 
the  disputed  record  will  be  provided  a 
copy  of  any  statement  of  the  dispute  to 
the  extent  that  an  accoimting  of  dis¬ 
closures,  as  required  by  the  Act,  was 
made; 

(4)  The  fact  that  the  Department  will 
append  to  any  such  disagreement  state¬ 
ment  filed  by  the  individual,  a  copy  of  the 
final  determination  or  smnmary  thereof 
which  also  will  be  provided  to  persons 
and  agencies  to  which  the  disagreement 
statement  is  disclosed;  and, 

(5)  The  right  of  the  individual  to  Judi¬ 
cial  review  of  the  final  determination  un¬ 
der  5  U.S.C.  S52a(g)(l)(A),  as  limited 
by  5  U.S.C.  552a  (g)  (5) . 

( J )  In  making  the  final  determination, 
the  Privacy  Appeals  Officer  shall  employ 
the  criteria  set  forth  in  paragraph  16.9(c) 
and  shall  deny  an  appeal  only  on  the 
grounds  set  forth  in  9  16.9(e) . 

(k)  If  an  appeal  is  partially  granted 
and  partially  denied,  the  Privacy  Appeals 
Officer  shall  follow  the  appropriate  pro¬ 
cedures  of  this  section  as  to  the  records 
within  the  grant  and  the  records  within 
the  denial. 

(l)  Although  a  copy  of  the  final  deter¬ 
mination  or  a  summary  thereof  will  be 


treated  as  part  of  the  individual’s  record 
for  purposes  of  disclosure  in  instances 
where  the  individual  has  filed  a  disagree¬ 
ment  statement,  it  will  not  be  subject  to 
correction  or  amendment  by  the  individ¬ 
ual. 

(m)  The  provisions  of  §  16.3(b)  (2) 
and  (3)  apply  to  the  information  ob¬ 
tained  imder  paragraphs  (e)  and  (i)  (1) 
of  this  section. 

§  16.11  Disclosure  of  record  to  person 
other  than  the  individual  to  whom  it 
pertains. 

(а)  The  Department  may  disclose  a 
record  pertaining  to  an  individual  to  a 
person  other  than  the  individual  only  in 
the  following  instances: 

(1)  Upon  written  request  by  the  in¬ 
dividual,  including  authorization  imder 
9 16.5(e) ; 

(2)  With  the  prior  written  consent  of 
the  individual; 

(3)  To  a  parent  or  legal  guardian  un¬ 
der  5  U.S.C.  552a(h) ;  and, 

(4)  When  required  by  the  Act  and  not 
covered  explicitly  by  the  provisions  of 
5  U.S.C.  552a(b) ;  and, 

(5)  When  permitted  under  5  U.S.C. 
552a(b)  (1)  through  (11),  which  read  as 
follows; 

(1)  To  those  officers  and  employees  of  the 
agency  which  maintains  the  record  who  have 
a  need  for  the  record  In  the  performance  of 
their  duties; 

(2)  Required  under  section  652  of  this 
title; 

(3)  For  a  routine  use  as  defined  In  sub¬ 
section  (a)(7)  of  this  section  and  described 
under  subsection  (e)  (4)  (D)  of  this  section; 

(4)  To  the  Bureau  of  the  Census  for  pur¬ 
poses  of  planning  or  carrying  out  a  census  or 
survey  or  related  activity  pursuant  to  the 
provisions  of  title  13; 

(5)  To  a  recipient  who  has  provided  the 
agency  with  advance  adequate  written  as¬ 
surance  that  the  record  will  be  used  solely  as 
a  statistical  research  or  reporting  record,  and 
the  record  is  to  be  transferred  in  a  form 
that  Is  not  Individually  Identifiable; 

(б)  To  the  National  Archives  of  the  United 
States  as  a  record  which  has  sufficient  his¬ 
torical  or  other  value  to  warrant  Its  con¬ 
tinued  preservation  by  the  United  States 
Oovertunent,  or  for  evaluation  by  the  Ad¬ 
ministrator  of  General  Services  or  his  des¬ 
ignee  to  determine  whether  the  record  has 
such  value; 

(7)  To  another  agency  or  to  an  Instrumen¬ 
tality  of  any  governmental  Jurisdlotlon  with¬ 
in  or  xmder  the  control  of  the  United  States 
for  a  civil  or  criminal  law  enforcement  ac¬ 
tivity  if  the  activity  Is  authorised  by  law, 
and  If  the  head  of  the  agency  or  Instru¬ 


mentality  has  made  a  written  request  to 
the  agency  which  maintains  the  record  speci¬ 
fying  the  particular  portion  desired  and  the 
law  enforcement  activity  for  which  the  rec¬ 
ord  Is  sought; 

(8)  To  a  person  pursuant  to  a  showing  of 
compelling  circumstances  affecting  the 
health  or  safety  of  an  Indlvdual  if  upon  such 
disclosure  notification  Is  transmitted  to  the 
last  known  address  of  such  Individual; 

(9)  To  either  House  of  Congress,  or,  to  the 
extent  of  matter  within  Its  Jurisdiction,  any 
committee  or  subcommittee  thereof,  any 
Joint  committee  of  Congress  or  subcommit¬ 
tee  of  any  such  joint  committee; 

(10)  To  the  Comptroller  General,  or  any 
of  his  authorized  representatives.  In  the 
course  of  the  performance  of  the  duties  of 
the  General  Accounting  Office;  or 

(11)  Pursuant  to  the  order  of  a  court  of 
competent  jurisdiction. 

(b)  The  situations  referred  to  in  para¬ 
graph  (a)  (4)  of  this  section  include  the 
following: 

(1)  5  U.S.C.  552a(c)  (4)  requires  dis¬ 
semination  of  a  corrected  or  amended 
record  or  notation  of  a  disagreement 
statement  by  the  Department  in  certain 
circumstances: 

(2)  5  U.S.C.  552(a)  (g)  authorizes  civil 
action  by  an  individual  and  requires  dis¬ 
closure  by  the  Department  or  the  court; 

(3)  Sec.  5(e)  (2)  of  the  Act  authorizes 
release  of  any  records  or  information  by 
the  Department  to  the  Privacy  Protec¬ 
tion  Study  Commission  upon  request  of 
the  Chairman;  and 

(4)  Sec.  6  of  the  Act  authorizes  the 
Office  of  Management  and  Budget  to 
provide  the  Department  with  continuing 
oversight  and  assistance  in  implementa¬ 
tion  of  the  Act. 

(c)  The  Department  shall  make  an 
accounting  of  each  disclosure  of  any  rec¬ 
ord  contained  in  a  system  of  records  in 
accordance  with  5  UJS.C.  552a(c)  (1)  and 
(2).  Except  for  a  disclosure  made  un¬ 
der  5  U.S.C.  552a(b)(7),  the  Privacy 
Officer  shall  make  such  accoimting  avail¬ 
able  to  any  individual.  Insofar  as  it  per¬ 
tains  to  that  individual,  on  request  sub¬ 
mitted  in  accordance  with  9  16.4.  The 
Privacy  Officer  shall  make  reasonable 
efforts  to  notify  any  individual  when  any 
record  in  a  system  of  records  is  disclosed 
to  any  person  imder  compulsory  legal 
process,  promptly  upon  being  informed 
that  such  process  has  become  a  matter  of 
public  record. 

§  16.12  Fees. 

(a)  The  only  fees  to  be  charged  to  or 
collected  from  an  individual  under  the 
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individual  from  an  agency  under  false  pre¬ 
tences  shall  be  guilty  of  a  misdemeanor  and 
fined  not  more  than  $5,000.  (6  U.S.C.  652a 

(1)(3)) 

(b)  A  person  who  falsely  or  fraudu¬ 
lently  attempts  to  obtain  records  under 
the  Act  may  also  be  subject  to  prosecu¬ 
tion  imder  such  other  criminal  statutes 
as  18  U.S.C.  494,  495  and  1001. 

§  16.14  General  exemptions. 

(a)  Individuals  may  not  have  access  to 
records  maintained  by  the  Department 
but  which  were  provided  by  another 
agency  which  has  determined  by  regula¬ 
tion  that  such  information  is  subject 
general  exemption  under  5  U.S.C.  552a 
( j ) .  If  such  exempt  records  are  within  a 
request  for  access,  the  Department  will 
advise  the  individual  of  their  existence 
and  of  the  name  and  address  of  the 
source  agency.  For  any  further  informa¬ 
tion  concerning  the  record  and  the 
exemption,  the  individual  must  contact 
that  source  agency. 

(b)  [Reserved] 


Director,  330  Poet  Office  Annex,  Providence, 
Rhode  Island  03903. 

Director,  Federal  Building,  Elmwood  Avenue, 
Post  Office  Box  989,  Burlington,  Vermont 
05401. 

axGioN  n 

Regional  Administrator,  26  Federal  Plaza, 
Room  3641,  New  York,  New  York  10007. 

Areo  Offices 

Director,  The  Parkade  BuUdlng,  519  Federal 
Street,  Camden,  New  Jersey  08103. 

Director,  Gateway  1  Building,  Raymond 
Plaza,  Newark,  New  Jersey  07102. 

Director,  Grant  Building,  560  Main  Street, 
Buffalo,  New  York  14202. 

Director,  666  Fifth  Avenue,  New  York,  New 
York  10019. 

Commonwealth  Area  Office 

Administrator,  256  Ponce  de  Leon  Avenue, 
Hato  Rey,  Puerto  Rico,  Mailing  Address, 
G  Post  Office  Box  3869,  San  Juan,  Puerto 
Rico  00936. 

Insuring  Office 

Director,  Westgate  North,  30  Russell  Road, 
Albany,  New  York  13206. 


provisions  of  this  part  are  for  copying 
records  at  the  request  of  the  individual. 

(1)  No  fees  shall  be  charged  or  col¬ 
lected  for  the  following:  Search  for  and 
retrieval  of  the  records:  review  of  the 
records;  copying  at  the  initiative  of  the 
Department  without  a  request  from  the 
individual;  transportation  of  records  and 
personnel;  and  first  class  postage. 

(2)  It  is  the  policy  of  the  Department 
to  provide  an  individual  with  one  copy  of 
each  record  corrected  or  amended  pur¬ 
suant  to  his  or  her  request  without 
charge  as  evidence  of  the  correction  or 
amendment. 

(3)  As  required  by  the  United  States 
Civil  Service  Commission  in  its  published 
regulations  implementing  the  Act,  the 
Department  will  charge  no  fee  for  a  sin¬ 
gle  copy  of  a  personnel  record  covered 
by  that  Commission’s  Gtovemment-wide 
published  notice  of  systems  of  records. 

(b)  The  copying  fees  prescribed  by 
paragraph  (a)  of  this  section  are: 

$0.10  Each  copy  of  each  page,  up  to  8^" 
X  14"  made  by  photocopy  or  similar  process. 

$0.20  Each  page  of  computer  printout  with¬ 
out  regard  to  the  numter  of  carbon  copies 
concurrently  printed. 

(c)  All  copying  fees  shall  be  paid  by 
the  individual  before  the  copying  will  be 
undertaken.  Payment  shall  be  made  in 
cash,  or,  preferably,  by  check  or  money 
order  payable  to  “U.S.  Department  of 
Housing  and  Urban  Development,”  and 
they  shall  be  paid  or  sent  to  the  office 
stated  in  the  billing  notice  or,  if  none  to 
the  Privacy  Officer  processing  the  re¬ 
quest.  Where  appropriate,  payment  may 
be  required  in  the  form  of  a  certified 
check. 

(d)  A  copying  fee  totaling  $1  or  less 
shall  be  waived,  but  the  copying  fees  for 
contemporaneous  requests  by  the  same 
individual  shall  be  aggregated  to  deter¬ 
mine  the  total  fee.  A  copying  fee  shall  not 
be  charged  or  collected,  or  alternatively, 
it  may  be  reduced  when  such  action  is 
determined  by  the  Privacy  Officer  to  be 
in  the  public  interest. 

(e)  Special  and  additional  services 
provided  at  the  request  of  the  individual, 
such  as  certification  or  authentication, 
postal  insurance  and  special  mailing  ar¬ 
rangement  costs,  will  be  charged  to  the 
individual  in  accordance  with  other  pub¬ 
lished  regulations  of  the  Department 
pursuant  to  statute  (for  example,  31 
U.S.C.  433a) . 

(f )  This  section  applies  only  to  individ¬ 
uals  making  requests  under  this  part.  All 
other  persons  shall  remain  subject  to 
fees  and  charges  prescribed  by  other 
and  appropriate  authorities. 

§  16.13  Penalties. 

(a)  The  Act  provides,  in  pertinent 
part: 

Any  person  who  knowingly  and  wlUfuUy 
requests  or  obtains  any  record  concerning  an 


§  16.15  Specific  exemptions. 

Whenever  the  Secretary  of  Housing 
and  Urban  Development  determines  it 
to  be  necessary  and  proper,  with  respect 
to  any  system  of  records  maintained  by 
the  Department,  to  exercise  the  right  to 
promulgate  rules  to  exempt  such  systems 
in  accordance  with  the  provisions  of  5 
U.S.C.  552a(k),  each  specific  exemption, 
including  the  parts  of  each  system  to 
be  exempted,  the  provisions  of  the  Act 
from  which  they  are  exempted,  and  the 
justification  for  each  exemption  shall  be 
published  in  the  Federal  Register  as  part 
of  the  E>epartment’s  Notice  of  Systems  of 
Records.  Such  publication  shsdl  be  in 
accordance  with  the  requirements  (in¬ 
cluding  general  notice)  of  5  U.S.C.  553 
(b)  (1),  (2),  (3),  (o)  and  (e)  (Adminis¬ 
trative  Procedures  Act — ^Rulemaking). 

Appendix  A — Officials  To  Receive  Inquiries, 
Requests  for  Access  and  Requests  for 
Correction  or  Amendment 

HEADQUARTERS 

Privacy  Officer,  461  7th  Street,  S.W.,  Wash¬ 
ington.  D.C.  20410. 

REGION  I 

Regional  Administrator,  Rm.  800,  John  F. 
Kennedy  Federal  Building,  Boston,  Mas¬ 
sachusetts  02203. 

Areo  Offices 

Director,  999  Asylum  Avenue,  Hartford,  Con¬ 
necticut  06105. 

Director,  Bulfinch  Building,  16  New  Chardon 
Street,  Boston,  Massachusetts  02114. 
Director,  Davison  Building,  1230  Elm  Street, 
Manchester,  New  Hampshire  03101. 

Insuring  Offices 

Director,  Federal  Building  and  Post  Office, 
202  Harlow  Street,  Post  Office  Box  1367, 
Bangor,  Maine  04401. 


REGION  m 

Regional  Administrator,  Curtis  Building,  6th 
and  Walnut  Streets,  PhUadelphla,  Penn¬ 
sylvania  19106. 

Area  Offices 

Director,  Universal  North  Building,  1876  Con¬ 
necticut  Ave.  NW.,  Washington,  District 
of  Columbia  20009. 

Director,  Two  Hopkins  Plaza,  Mercantile 
Bank  and  Trust  Building,  Baltimore,  Mary¬ 
land  21202. 

Director.  Curtis  Building,  626  Walnut  Street, 
Philadelphia,  Pennsylvania  19106. 

Director,  Two  Allegheny  Center,  Pittsburgh, 
Pennsylvania  16212. 

Director,  701  East  Franklin  Street,  Richmond, 
Virginia  23219. 

Insuring  Offices 

Director,  Farmers  Bank  Building,  14th  Floor, 
919  Market  Street,  WUmlngton,  Delaware 
19801. 

Director,  New  Federal  BuUdlng,  500  Quarrler 
Street,  Post  Office  Box  2948,  Charleston, 
West  Virginia  26330. 

Special  Recovery  Office 

Director,  Lackawanna  County  Building, 
Spruce  and  Adams  Avenue,  Scranton, 
Pennsylvania  18603. 

REGION  IV 

Regional  Administrator,  Room  211,  Pershing 
Point  Plaza,  1371  Peachtree  Street,  NJE., 
Atlanta,  Georgia  30309. 

Area  Offices 

Director,  16  South  20th  Street,  Birming¬ 
ham,  Alabama  35233. 

Director,  Peninsular  Plaza,  661  Riverside 
Avenue,  JacksonvlUe,  Florida  32204. 

Director,  Peachtree  Center  Building,  230 
Peachtree  Street,  NW.,  Atlanta,  Grorgia 
30303. 

Director,  Children’s  Hospital  Foundation 
BuUdlng,  601  South  Floyd  Street,  Post  Of¬ 
fice  Box  1044,  LoulsvUle,  Kentucky  40201. 
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DteMtoc.  lOl-C  TtUrd  noor  A^aon  Ifall. 

^  WoMkow  WUacm  AveniM.  W.,  Jadtson.  lUs- 
8M18. 

Ptoaotor.  2900  WwC  Ooim  Boolevanl.  Noith* 

>  «w(  Ptasa,  Oraaoaboro.  Nortb  Carolina 

> 

Dtraefear,  1801  Main  Straat,  Joffersoo  Sqitara, 
Oatuubla.  Soutli  OaroUnia  20902. 

Dlractoc,  One'  Mortnabore  BulMUng,  till 

’  Mortbahofa  Drive,  Knoxville,  Tenneaaee 
‘87010. 

tmwinf  OfflceM 

OIreotor,  8001  Ponce  de  Leon  Boulevard, 
Coral  Oablee,  Florida  38134. 

Director,  4224-28  Henderson  Boiilevard,  Poet ' 
Ofllce  Box  18186,  Tampa,  Florida  330TO. 

Director,  38tli  Floor,  100  North  Main  Street, 
Memphis,  Tennessee  38103. 

Director,  UB.  Coiirtboixse,  Federal  Building 
Annex,  801  Broadway,  Nashville,  Tennessee 
37203. 

Service  Office 

Director,  Porterfield  Building,  3101  Maguire 
Boulevard,  Post  Ofllce  Box  20200,  Orlando, 
Florida  32802. 

axoioN  V 

Regional  Administrator,  30(>  South  Wacker 
Drive,  Chicago,  Illinois  60606. 
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.  querque.  New  Mexico  87110. 

Director,  1708  Utica  Square,  Post  Ofltoe  Box 
62664,  Tulsa,  Oklahoma  74162. 

Director,  819  Taylor  Street,  Room  18A01  Fed¬ 
eral  Building,  Fort  Worth,  Texas  76109. 

Director,  Two  Oreenway  Plena  Bast,  Suite 
200,  Houston,  Texas  77046. 

Dlreotor,  Courthouse  and  Federal  Offlce 
Building,  1206  Texas  Avenue,  Post  Oflloe 
Box  1647,  Lubbock,  Texas  79408. 

Service  Offlce 

Director,  Mills  Building,  303  North  Oregon, 
El  Paso,  Texas  70901. 

axoioN  vn 

Regional  Administrator,  Federal  Ofllce  Build¬ 
ing,  Room  300,  911  Walnut  Street,  Kansas 
City,  Missouri  64106. 

Area  Offices 

Director,  Two  Gateway  Center,  4th  and  State 
Streets,  Kansas  City,  Kansas  77101. 

Director,  210  North  12th  Street,  St.  Louis, 
Missouri  63101. 

Director,  Unlvac  Building,  7100  West  Center 
Road,  Omaha,  Nebraska  68106. 

Insuring  Offices 


Area  Offices 

Director,  17  North  Dearborn  Street,  Chicago, 
nilnols  60602. 

Director,  Wlllowbrook  6  Building,  4720  Klngs- 
way  I^lve,  Indianapolis  46206. 

Director,  6th  Floor,  First  National  Building, 
600  Woodward  Avenue,  Detroit,  Michigan 
48226. 

Director,  Orlggs-Mldway  Building,  1821  Uni¬ 
versity  Avenue,  St.  Paul,  Minnesota  66104. 

Director,  60  East  Main  Street,  Columbus, 
Ohio  43216. 

Director,  744  North  4th  Street,  Milwaukee, 
Wisconsin  63203. 

Insuring  Offices 

Director,  Lincoln  Tower  Plaza,  624  South  Sec¬ 
ond  Street,  Room  600,  Springfield,  Illinois 
62704. 

Director,  Northbrook  Building  Number  n, 
2922  Puller  Avenue,  NE.,  Grand  Rapids, 
Michigan  49606. 

Director,  Federal  Ofllce  Building,  660  Main 
Street,  Room  9009,  Cincinnati,  Ohio  46202. 

Director,  777  Rockwell,  Cleveland,  Ohio  44114. 


Director,  210  Walnut  Street,  Room  969,  Fed¬ 
eral  Building,  Des  Moines,  Iowa  80309. 

Director,  700  Kansas  A’^enue,  Topeka,  Kansas 
66603. 

KXOiON  vm 

Regional  Administrator,  Federal  Building, 
1961  Stout  Street,  Denver,  Colorado  80202. 

Insuring  Offices 

Director,  4th  Floor,  Title  Building,  909 — 17th 
Street,  Denver,  Colorado  80202, 

Director,  616  Helena  Avenue,  Helena,  Mon¬ 
tana  69601. 

Director,  Federal  Building,  663 — 2nd  Avenue 
N.,  Post  Ofllce  Box  2483,  Fargo,  North 
Dakote  68102. 

Dlreotor,  119  Federal  Building,  U.S.  Coiirt- 
house,  400  S.  Phillips  Avenue,  Sioux  Falls, 
South  Dakota  67102. 

Director,  126  South  State  Street,  Post  Ofllce 
Box  11009,  Salt  Lake  City,  Utah  84111. 

Director,  Federal  Ofllce  Building,  100  East  B 
Street,  Poet  Ofllce  Box  680,  Casper,  Wyo¬ 
ming  82601. 

XXOIOM  IX 
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Director,  1060  Bible  Way,  Poet  Ofllce  Box 
4700,  Reno,  Nevada  89606.  - 

■aeiow  X 

Regional  Administrator,  Arcade  Plaza  Blind¬ 
ing,  1321  Second  Avenue,  Seattle,  Wash¬ 
ington  98101. 

Area  Offices 

Director,  590  Southwest  6th  Avenue,  Port¬ 
land,  Oregon  97204. 

Director,  Arcada  Plaza  Building,  1321  Sec¬ 
ond  Avenue,  Seattle,  Washington  98101. 

Insuring  Offices 

Director,  334  West  6th  Avenue,  Anchorage, 
Alaska  99601. 

Director,  331  Idaho  Street,  Poet  Ofllce  Box  32, 
Boise,  Idaho  83707. 

Director,  West  920  Riverside  Avenue,  Spo¬ 
kane,  Washington  99201. 

rEDEBAL  DISASTEX  ASSISTANCE  AOMINISTBATION 

KEGION  X 

Director,  Room  2003-E  John  F.  Kennedy  Fed¬ 
eral  Building,  Boston,  Massachusetts  02203. 

BXOION  n 

Director,  26  Federal  Plaza,  New  York,  New 
York  10007. 

REGION  m 

Director.  Curtis  Building  7th  Floor.  6th  and 
Walnut  Streets,  Philadelphia,  Pennsylvania 
19106. 

REGION  IV 

Director,  1376  Peachtree  Street,  NE.,  Suite 
760,  Atlanta,  Georgia  30309. 

REGION  V 

Director,  300  South  Wacker  Drive,  Room  620, 
Chicago,  Illinois  60606. 

REGION  VI 

Director,  Federal  Building,  Room  13C28,  1100 
Commerce  Street,  Dallas.  Texas  76202. 

REGION  VII 

Director,  Federal  Ofllce  Building,  Room  407, 
911  Walnut  Street,  Kansas  City,  Missouri 
64106. 

REGION  vm 


REGION  VI 

Regional  Administrator,  Room  14C2,  Earle 
Cabell  Federal  Bldg.,  UB.  Courthouse.  1100 
Commerce  Street,  Dallas,  Texas  76202. 

Area  Offices 

Director,  Room  1490,  One  Union  National 
Plaza.  Little  Rock,  Arkansas  72201. 

Director.  Plaza  Tower,  1001  Howard  Avenue, 
New  Orleans,  Louisiana  70113. 

Director.  301  North  Hudson  Street,  Okla¬ 
homa  City,  Oklahoma  73102. 

Director,  2001  Bryan  Tower,  4th  Floor,  Dallas, 
Texas  76201. 

Director,  Kalllson  Building,  410  South  Main 
Avenue.  Poet  Ofllce  Box  9163,  San  Antonio, 
Texas  78286. 

Insuring  Offices 

Director,  New  Federal  Building,  600  Fannin, 
6th  Floor,  Shreveport,  Louisiana  71120. 

Director,  626  Truman  Street,  NE.,  Albu- 


Regional  Administrator,  450  Golden  Gate 
Avenue,  Post  Ofllce  Box  36003,  San  Fran¬ 
cisco,  California  94102. 

Area  Offices 

Director,  2600  Wilshlre  Boulevard,  Los  An¬ 
geles,  California  90067. 

Director,  1  Embarcadero  Center,  Suite  1600, 
San  Francisco,  California  94111. 

Insuring  Offices 

Director,  244  West  Osborn  Road,  Post  Ofllce 
Box  13468,  Phoenix,  Arizona  85002. 

Director,  801  I  Street,  Poet  Ofllce  Box  1978. 
Sacramento,  California  95809. 

Director,  110  West  C  Street,  Post  Ofllce  Box 
2648,  San  Diego,  California  92112. 

Director,  34  Civic  Ctr  Plaza,  Room  614,  Santa 
Ana,  Callfixiila  92701. 

Director,  1000  Bishop  Street,  10th  Floor.  Post 
Ofllce  Box  3377,  Honolulu,  Hawaii  96813. 


Director,  Lincoln  Tower  Building,  Room  1140, 
1860  Lincoln,  Denver,  Colorado  80203. 

REGION  a 

Director.  120  Montgomery  Street,  San  Fran¬ 
cisco,  California  94104. 

REGION  X 

Director,  Arcade  Building,  Room  M-16,  1319 
Second  Avenue,  Seattle,  Washington  98101. 

These  are  permanent  offices.  For  location 
of  the  nearest  temporary  field  office,  contact 
the  appropriate  Regional  FDAA  office. 

Effective  date.  These  regulations  shall 
be  effective  September  27,  1975. 

Dated:  August  21, 1975. 

Carla  A.  Hills, 

Secretary  of  HUD. 


/ 
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HUD/DEPT— I 

System  name:  Accidents,  Employees  and/or  Government  Vehicles 

System  location:  Most  Department  Offices,  including  the  Central 
Office.  For  a  complete  listing  of  these  offices,  with  addresses,  see 
Appendix  A. 

Categories  of  individuals  covered  by  the  system:  HUD  employees 
in  on-the-job  accidents,  including  accidents  involving  govemment- 
ov^ned  vehicles;  other  individuals  who  have  sustained  injury/iUness 
as  a  result  of  such  accidents. 

Categories  of  records  in  the  system:  Details  of  how  accidents  oc¬ 
curred  and  injuries  were  sustained;  property  damage  incurred. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  the  records  are 
used  by  the  Department  of  I^bor  when  personal  injuiy  occurs 
and/or  compensation  is  involved.  GSA  uses  the  records  when  ac¬ 
cidents  involve  motor  vehicles  and  the  repair  of  those  vehicles. 

Policies  and  practices  for  storing,  retrieving,  acces.sing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Primarily  looscleaf  folders;  Standard  Forms  91,  91  A; 
free  text. 

Kctrievability:  Filed  by  name. 

Safeguards:  The  systems  records  arc  kept  in  liKkable  file 
cabinets,  desks,  and  in  locked  riK>ms. 

Retention  and  dLspf>sal:  Procedural  disposal  follows  HUD  Hand¬ 
book  General  Records  Schedule. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  ItKations  is  given  in  Appendix  A. 

Record  access  prtK-edurcs:  The  lX;partment’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appn)priate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

f'ontesting  record  procedures:  The  Department's  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assisUmce  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A.  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  Office  of  Organization  and  Management, 
Department  of  Housing  and  Urban  Development,  451  Seventh 
Street.  S.W.,  Washington,  D.C.  20410. 

Record  .source  categories:  Subject  individuitl  and  supervisor; 
Federal  Government  agencies;  law  enforcement  agencies;  current 
or  previous  employers;  accident  investigation  officers. 

HI  I)/l)EFr— 2 

System  name:  Accounting  Records 

System  location:  Many  rcgion:d,  area,  insuring  and  service  of¬ 
fices,  as  well  as  the  Central  Office.  mainUiin  files  of  this  type.  For 
a  complete  listing  of  these  offices,  with  addresses,  see  Appendix  A. 

Categories  of  individuals  c<tvered  by  the  system:  Mortgagors; 
mortgagees;  grant/projcct  and  loan  applicants  and  recipients;  HUD 
personnel;  vendors;  brokers;  bidders;  managers;  tenants;  in¬ 
dividuals  within  Disaster  Assistance  Programs;  local  housing 
authorities. 

Categories  of  records  in  the  system:  Lease  and  loan  collection  re¬ 
gister;  schedules  of  payments  receivable  and  received;  premiums 
due;  claims  and  fee  billing  statements;  escrow  and  CcrtiHcates  of 
Deposit  files;  cash  flow  and  budget  control  file;  earnest  money  re¬ 
gister;  purchase  order  log;  imprest  funds;  area  managers'  aceount- 
ing  records;  restitution,  maintenance  and  market  expenses;  distribu¬ 
tive  shares  records;  salary;  savings  btmds;  bills  of  lading;  vouchers; 
invoices;  receipts;  cancelled  checks. 


Routine  uses  of  records  maintained  in  the  qratem,  including  catego¬ 
ries  of  users  and  the  purpmes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  U.S.  Treasu¬ 
ry — for  disbursements  and  adjustments  thereof;  GAO,  GSA  and 
local  housing  authorities — for  audit,  accounting  and  financial 
reference  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Desks;  safes;  locked  file  cabinets;  central  files;  book¬ 
cases;  ledger  trays  and  binders;  tables. 

RetrievaMlity:  By  Social  Security  number;  name;  case  file 
number;  schedule  number;  audit  number;  control  number;  receipt 
number;  voucher  number;  contract  number;  address. 

Safeguards:  Security  checks;  limited  authorization  and  access; 
security  guards. 

Retention  and  disposal:  GSA  schedules  of  retention  and  disposal; 
destruction  after  six  months;  transfer  to  either  a  Federal  Records 
Center  or  Archives. 

System  managerfs)  and  address: 

Director 

Office  of  Organization  and  Management  Information 

Department  of  Housing  and  Urban  Development 

451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appit^riate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department's  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information, or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department's  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting; 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  (Xficer,  Ctffice  of  Organiz.ation  and  Management  In¬ 
formation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Subject  individuals;  financial  institu¬ 
tions;  government  agencies;  HUD  personnel;  current  and  previous 
employers;  private  firms  and  corporations  doing  business  with 
HUD. 

HUD/DEPT— 3 

System  name:  Appraisal  Review  Files 

System  location:  Many  regional,  area,  insuring  and  service  of¬ 
fices,  as  well  as  the  Central  Office,  maintain  files  of  this  type.  For 
a  complete  listing  of  these  offices,  with  addresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Fee  appraisers  on 
FHA-insured  single-family  properties;  HUD  staff  appraisers  and 
appraisal  supervisors;  HUD  staff  architects  and  supervisors;  buil¬ 
ders,  contractors,  developers,  and  realtors  on  urban  renewal  pro¬ 
jects  whose  data  is  used  by  FHA  appraisers. 

Categories  of  records  in  the  system:  Field  review  of  appraisals  by 
staff  and  fee  appraisers;  architectural  inspection  review;  review  of 
urban  renewal  project  appraisals. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  of  prefatory  statement. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Maintained  on  Standard  Form  i03K,  and  sometimes  free 
text;  stored  in  binders. 

Kctrievability:  Primarily  by  name,  sometimes  by  case  file. 

Safeguards:  Primarily  kept  in  lockaHe  file  cabinets. 

Retention  and  disposal:  Primarily  active  files,  some  historical 
material.  J038  forms  destroyed  after  2  years. 

System  nianager(s)  and  address: 

Director 

Office  of  Organiz.ation  and  Management  Information 
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Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington.  D.C.  20410 

Nodfkatlon  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department's  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  needed,  it  may  be  obtained  by  contacting:  (i)  in 
relation  to  contesting  contents  of  records,  the  Mvacy  Of?icer  at 
the  appropriate  location.  A  list  of  all  locations  is  given  in  Appendix 
A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Departmen¬ 
tal  Privacy  Officer,  ^fice  of  Organization  and  Management.  De¬ 
partment  of  Housing  and  Urban  Development.  451  Seventh  Street, 
S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Mortgagors  of  appraised  properties; 
field  reviews;  correspondents. 

HUD/DEPT— 4 

System  locaUon:  Most  HUD  area  and  insuring  offices  maintain 
files  of  this  type.  For  a  complete  listing  of  these  offices,  with  ad¬ 
dresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Fee  appraisers  for 
single  family  and  multifamily  properties,  single  family  credit  ex¬ 
aminers;  applicants  for  positions  as  fee  examiners;  builders,  con¬ 
tractors,  realtors  dealing  with  appraised  property;  HUD  appraisers 
and  certifiers;  correspondents;  Social  Security  recipients  in  FHA- 
appraised  homes. 

Categories  of  records  in  the  system:  Roster  of  fee  appraisers, 
qualifications;  fee  appraiser  applications  and  certification;  financial 
interest  and  employment  statements;  appraiser  work  records;  ap¬ 
praisal  fee,  date,  approving  officer;  HUD  staff  certifiers  of  fee  ap¬ 
praisers;  correspondence  and  inquiries  on  housing  appraisals;  appli¬ 
cation  for  appraisal;  comparison  valuation  data  on  housing  sales; 
appraisal  of  property  held  by  Social  Security  recipients. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses;  to  fee  ap¬ 
praisers — for  voucher  preparation;  to  VA,  mortgagors, 
mortgagees — notice  of  FHA  action,  billing;  to  local  government  of¬ 
ficials — for  code  enforcement,  health  and  wetlands  clearance;  to 
Environmental  Protection  Agency — for  environmental  clearance;  to 
Social  Security  Administration — for  research 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders. 

Retrievabiiity:  Name;  case  file  number  (in  some  cases). 

Safeguards:  Lockable  file  cabinets  and  desks. 

Retention  and  disposal:  Primarily  active  information;  also  mixed 
historical  and  active.  Social  Security  appraisals  are  historical  data. 
Disposal  in  accordance  with  HUD  Handbook. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.  C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department's  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 


Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  C^tfrice  of  Organization  and  Management  In¬ 
formation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington,  D.  C.  20410. 

Record  source  categories:  Subject  individual;  other  individuals; 
financial  institutions;  firms;  federal  agencies;  non-federal  agencies; 
employers;  credit  bureaus;  law  enforcement  agencies. 

HUD/DEPT— 5 

System  name:  Architects  and  Engineers 

System  location:  Many  regional,  area,  insuring  and  service  of¬ 
fices,  as  well  as  the  Central  Office,  maintain  files  of  this  type.  For 
a  complete  listing  of  these  offices,  with  addresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Certified 
architects  and  engineers  dealing  with  HUD,  both  directly  and  on  a 
consultant  basis. 

Categories  of  reconis  in  the  system:  Engineering  surveys,  en¬ 
gineers’  letters  of  map  amendment,  engineering  reviews, 
established  architectural  reports,  field  reviews  and  performance 
ratings,  job  log  files,  fee  and  bond  schedules,  professional  in- 
surmce  policy  records,  and  general  work  files. 

Routine  uses  of  records  nuiintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  of  prefatory  statement.  Other  routine  uses:  to  General  Ac¬ 
counting  ^fice —  investigation  and  annual  audit;  to  the  U.  S. 
Forest  Service,  Bureau  of  Indian  Affairs,  Corps  of  Engineers, 
HEW,  and  Farmers  Home  Administration  for  reference  and  infor¬ 
mation;  to  builders  and  other  individuals  dealing  with  HUD — for 
planning  and  specifications  review. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Blueprints  and  specifications  in  free  text  form,  on  stan¬ 
dard  forms,  or  in  file  folders. 

Retrievabiiity:  Name,  by  persons’  assigned  number,  case  file 
number,  and  indexes. 

Safeguards:  Files  are  kept  in  file  cabinets,  in  desks  and  on 
shelves.  Access  is  limited  by  locks,  by  security  checks,  or  by 
authorized  individuals. 

Retention  and  disposal:  Most  files  are  kept  active  and  up-to-date. 
Some  files  are  partly  current  and  partly  historical.  Files  are 
destroyed  per  regulation  or  stored  at  a  federal  records  center  one 
year  after  last  date  of  commitment. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.  C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting; 
(i)  in  relation  to  contestint  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  (Office  of  Organization  Management,  De¬ 
partment  of  Housing  and  Urban  Development,  451  Seventh  Street, 
S.W.,  Washington,  D.  C.  20410. 

Record  source  categories:  Individual  architect  or  engineer,  profes¬ 
sional  organization,  local  housing  authorities,  government  agencies. 
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law  enforcement  agencies,  state  btiards  certif>ing  professional  com¬ 
petency. 

HID/DKPT— 6 

System  name:  Audits  and  Financial  Reports  Files 

System  location:  Many  regional,  area,  insuring  and  service  of¬ 
fices,  as  well  as  the  Central  Office,  maintain  files  of  this  type.  For 
a  complete  listing  of  these  offices,  with  addresses,  see  Appendix  A. 

Categories  of  indisiduals  covered  by  the  system:  Builders; 
developers;  real  estate  firms;  contractors;  appraisers;  mortgagors; 
mortgagees;  grant/project  applicants;  individuals  in  EO  and  Dis¬ 
aster  Assistance  files;  individuals  writing  to  HUD;  HUD  personnel; 
bidders;  management  firms;  project  sponsors. 

Categories  of  records  in  the  system:  Audit  findings  and  reports; 
audit  control  measures;  Inspector  General’s  investigational  reports; 
condominium  housing  and  low  rent  reports. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  ItKal  housing 
authorities — for  reference  to  and  verification  of  liKul  finance  au¬ 
dits;  private  developers  and  builders — for  financial  verification. 

I'olicies  and  practices  for  storing,  retrieving,  accevsing.  retaining, 
and  disposing  of  records  in  the  sytem:  ~ 

Storage:  Reports  are  stored  in  free  text  on  standard  forms  in  file 
folders 

Retrievahility:  By  name,  case  file  number  or  audit  number. 

Safeguards:  l  ocked  file  cabinets;  desks;  safes;  central  files. 

Retention  and  disposal:  Files  are  periodically  reviewed  and  either 
destroyed  or  removed  to  Federal  Records  Center. 

.System  manageris)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  lirban  Development 
451  Seventh  Street,  S.W. 

Washington,  D  C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  ('FR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  kications  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  kKa- 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  T  he  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer.  Office  of  Organization  and  Management  In¬ 
formation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W..  Washington.  DC.  20410. 

Record  source  categories:  Subject  individual;  current  or  previous 
employers;  project  sponsors;  independent  and  government  auditors; 
credit  bureaus  and  financial  institutions;  governmental  agencies; 
law  enforcement  agencies;  private  individuals;  builders;  developers; 
brokers;  managers. 

Hl'D/DEPT— 7 

System  name:  Board  of  Contract  Appeals  Files 

System  location:  Department  Central  Office.  For  address  see  Ap¬ 
pendix  A. 

Categories  of  individuals  covered  by  the  system:  Contractors,  in¬ 
cluding  sole  proprietorships  and  partnerships,  who  have  appealed  to 
the  HUD  Board  of  Contract  Appeals. 

Categories  of  records  in  the  .system:  Files  contain  correspondence, 
motions,  pleadings  and  official  diKuments  relevant  to  the  appeal, 
including  copy  of  contract  and  letter  of  termination. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  to  private  attor¬ 
neys — to  review  material  on  cases  where  they  are  providing 
representation. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders. 

Retrievahility:  Ivach  contract  appeal  is  filed  in  chronological  order 
using  a  case  file  number.  Cross-index  to  files  exists. 

Safeguards:  Records  filed  in  lockable  file  cabinets. 

Retention  and  disposal:  After  a  case  has  been  adjudicated,  the 
relevant  file  is  removed  to  an  inactive  file. 

System  managerfs)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street.  S.W. 

Washington,  D.  C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  kx:ation,  in  ac¬ 
cordance  with  procedures  in  24  CFli  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer.  ()ffice  of  Organizatkm  and  Management  In¬ 
formation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington,  D.  C.  20410. 

Record  source  categories:  Contractors;  HUD  Office  of  General 
Counsel. 

HUD/DKPT— 8 

System  name:  Builder,  Contractor  and  Developer  Evalua¬ 
tions — Workmanship  Adjustment  Records 

System  location:  Most  area  and  insuring  offices  maintain  files  of 
this  type.  For  a  complete  listing  of  these,  with  addresses,  see  Ap¬ 
pendix  A. 

Categories  of  individuals  covered  by  the  system:  Builders  and  con¬ 
tractors  of  single-family  housing;  subdivision  developers. 

Categories  of  records  in  the  system:  Workmanship  adjustment 
records  arc  based  on  information  provided  by  inspectors  on  quality 
of  wiirkmanship,  management  and  attitude  of  builders,  contractors 
and  developers  in  construction  of  single-family  housing  and 
development  of  subdivisions,  llie  quality  of  workmanship  is  com¬ 
pared  to  that  considered  normal.  Builders’  level  of  activity  is 
checked. 

Routine  ases  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  iLsers  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  individual  work¬ 
manship  ratings  may  be  disseminated  to  the  general  public.  Inqui¬ 
ries  on  past  experience  of  builders,  contractors  and  developers  pro¬ 
vided  to  the  Veterans  Admini.stration  and  the  Farmers  Home  Ad¬ 
ministration  (in  the  Department  of  Agriculture). 

Policies  and  practices  for  storing,  retrieving,  aecessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Generally  on  HUD  Standard  Forms  2012  (Workmanship 
Adjustment  Record)  and  224g  (Performance  Record,  Accelerated 
Standard  Program). 

Retrievahility:  Usually  by  name  of  builder,  contractor,  developer. 

Safeguards:  Ixx:kable  file  cabinets. 

Retention  and  disposal:  Cienerally  removed  from  files  if  buil¬ 
ders/contractors  are  inactive  for  more  than  six  months.  Files  on 
restricted  builders  are  retained. 

System  manager(s)  and  address: 

Director 

(Xfice  of  Grgani7.ation  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 
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Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  prcK'edurcs  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  I*rivacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  k>catiuns  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department's  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all*kx;a- 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting; 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  Office  of  Organization  and  Management  In¬ 
formation,  Department  of  Housing  and  Urban  Development,  4.S1 
Seventh  Street,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Subject  and  other  individuals;  I'ederal 
and  non-federal  government  agencies;  law  enforcement  agencies; 
credit  bureaus;  financial  institutions;  current  and  previous  em¬ 
ployers;  corporations  or  firms;  EO  counselors  and  witnesses. 

Hi:i)/DKPT— 9 
System  name:  Casualty/Ha/ard  Insurance 

System  location:  A  few  HUD  area  and  insuring  of?ices  maintain 
files  of  this  type.  For  a  complete  listing  of  these  offices,  with  ad¬ 
dresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Mortgagors  and 
mortgagees  under  single-family  insurable  programs;  HUD  certifiers; 
insurers. 

Categories  of  records  in  the  system:  Certification  of  casualty 
damage/repairs;  certification  of  unavailability  of  hazard  insurance; 
referral  lists  of  insurers. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Sec  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses;  to  Veterans’  Ad- 
ministratu)n  for  information  on  veterans’  participation. 

Policies  and  practices  for  .storing,  retrieving,  acces.sing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders. 

Retrievability:  Name;  case  file. 

Safeguards:  Stored  in  lockable  file  cabinets. 

Retention  and  dLspo.sal:  Primarily  active  information,  some  mixed 
historical  and  active.  Disposed  of  in  accordance  with  HUD  Hand- 

btH>k . 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  priKedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Of?icer  at  the  appropriate  locution.  A  list  of  locations  is 
given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  needed,  it  may  be  obtained  by  contacting:  (i)  in 
relation  to  contesting  contents  of  records,  the  Wvacy  Officer  at 
the  appropriate  location.  A  list  of  all  locations  is  given  in  Appendix 
A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Departmen¬ 
tal  Privacy  Officer,  C)ffice  of  Organization  and  Management  Infor¬ 
mation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Mortgagors;  subject  individuals,  reha¬ 
bilitation  contractor. 


HUD/DEPT— M) 

System  name:  Construction  Complaints  Files 

System  locaticm:  Almost  all  area  and  insuring  offices  maintain 
files  of  this  type.  For  a  complete  listing,  with  addresses,  see  Ap¬ 
pendix  A. 

Categories  of  individuals  covered  by  the  .system:  Mortgagors,  buil¬ 
ders,  developers,  and  contractors  under  HUD  programs. 

Categories  of  records  in  the  system:  Complaints  regarding  con¬ 
struction  and  defects;  inspection  reports;  records  of  complaint 
status  and  disposition;  compliance  reports;  related  correspondence. 

Routine  ases  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses*  Sec  Routine  Uses  para¬ 
graphs  in  prefatory'  statement.  Other  routine  uses:  to  the  person  or 
firm  complained  about — for  resolution  of  the  complaint;  to 
IRS — for  investigation;  to  Farmers  Home  Administration,  Veterans 
Administration;  Better  Business  Bureau  and  local  agencies — for 
notice  of  restriction  of  builders;  to  state  agencies — for  investiga¬ 
tion. 

Policies  and  practice's  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  file  folders 

Retrk'vability:  Name  of  subject  individual;  case  file  number,  pro¬ 
perty  kKation. 

Safeguards:  Records  filed  in  IcKkable  file  cabinets  \eith  access 
limited  to  authorized  personnel. 

Retention  and  disposal:  Records  are  partly  current  and  partly 
historical;  disposal  in  in  accordance  with  HUD  Handbotrk. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  IX'velopment 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  perKedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appiopriate  liKation.  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  accc.ss  procedures:  The  Department’s  rules  for  prtrviding 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  requited,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  ('FR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  t)f  rccoids,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  ail  kK'ations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  ()ffice  of  Organization  and  Management, 
Department  of  Housing  and  Urban  Development,  451  Seventh 
Street,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Subject  and  otlier  individuals,  current 
and  previous  empkryees,  credit  bureaus  and  financial  institutions; 
federal  and  non-federal  agencies. 

HlD/DEPr— II 

System  name:  Contractors — Adverse  Actions 

System  location:  Many  regional,  area,  insuring  and  service  of¬ 
fices,  as  well  as  the  Central  Office,  maintain  files  of  this  type.  For 
a  complete  listing  of  these  offices,  with  addresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Individuals  or 
firms  debarred  or  suspended  from  participation  in  HUD  programs; 
corporations,  companies  or  individuals  determined  to  be  unsatisfac¬ 
tory  risks;  suspended,  debarred  or  ineligible  grantees;  builders  of 
single-family  homes  whom  HUD  will  not  insure;  individuals  and 
firms  disqualified  from  doing  business  with  HUD;  individuals  and 
firms  on  the  no-business  list;  mortgagors  writing  to  HUD  concern¬ 
ing  complaints;  builders  who  fail  to  adjust  valid  construction  com¬ 
plaints;  individuals  and  firms  debarred  by  executive  agencies; 
dealers  and  contractors  in  home  improvements  and  repairs;  in¬ 
dividuals  and  firms  subject  to  precautionary  measures  for  practices 
not  consistent  with  the  standards  and  objectives  of  the  FHA  Pro¬ 
perty  Improvement  Program;  defaulted  contractors;  developers  and 
contractors  who  have  allegedly  not  paid  prevailing  wage  rates;  in¬ 
dividual  workers  underpaid  by  a  contractor  on  a  HUD  project. 
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Categories  of  records  in  the  system;  Date  of  action;  type  of  action; 
termination  date  and  authority  under  which  the  action  was  taken; 
inspection  reports;  unsound  credit;  unsatisfactory  past  experiences; 
investigation  reports;  approvals  of  mortgages;  home  improvements 
to  existing  single-family  homes;  evidence  of  fraudulent  or  criminal 
conduct;  grand  jury  indictments  and  convictions;  certifications  by 
builders  and  su^ontractors  later  found  to  be  in  non-compliance; 
complaints  from  individuals;  precautionary  measures. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  VA — to  verify 
acceptability  of  applications  for  mortgage  insurance;  Department  of 
Labor — for  review  of  compliance;  urban  renewal  au^orities — to 
approve  contractors  on  HUD-assisted  projects;  state  labor  depart¬ 
ments — for  review  of  compliance;  state  real  estate  examining 
boards — to  check  on  builders,  contractors,  developers  and  real 
estate  firms  with  unsatisfactory  ratings;  Better  Business  Bu¬ 
reaus — for  answering  inquiries  from  consumers;  agencies  deemed 
eligible  by  the  Office  of  Investigation — to  acquire  information;  con¬ 
gressional  delegations — to  provide  information  concerning  the 
status  of  complaints;  complainant  and  his  attorney — for  review  of 
complaint  file  for  status  and  information;  builder  and  his  attor¬ 
ney — for  review  of  complaint  file  for  status  and  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape/disc/drum;  computer  print-outs;  file  fol¬ 
ders;  binders;  card  files. 

Retriev ability:  Name;  case  file  number;  names  of  individuals 
cross-indexed  with  names  of  known  affiliated  firms;  identification 
number;  type  of  program. 

Safeguards:  Records  maintained  in  desks  and  lockable  file 
cabinets.  Access  restricted  to  authorized  personnel  only. 

Retention  and  disposal:  Obsolete  records  are  destroyed  or 
retained  in  storage  urea,  as  space  permits. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington.  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appten- 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  Office  of  Organization  and  Management  In¬ 
formation.  Department  of  Housing  and  Urban  Development,  4.51 
Seventh  Street.  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Subject  individual;  other  individuals; 
current  or  previous  employers;  credit  bureaus;  financial  institu¬ 
tions;  other  corporations  or  firms;  Federal  government  agencies; 
non-federal  (including  foreign,  state  and  local)  government  agen¬ 
cies;  law  enforcement  agencies. 

HUD/DEPT— 12 

System  name:  Contractors’.  Brokers'  and  Management  Agents, 
Qualifications  and  Bidders’  Lists 

System  location:  Many  regional,  area,  insuring  and  service  of¬ 
fices,  as  well  as  the  Central  Office,  maintain  files  of  this  type.  For 
a  complete  listing  of  these  offices,  with  addresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Qualified  bidders, 
current  and  past  contractors  to  the  Department  and  to  mortgagors 
and  housing  authorities.  Included  are  builders,  architects,  repair 
and  maintenance  contractors,  developers,  real  estate  firms, 
brokers,  management  agents,  etc.  The  Central  Office  file  contains 


additional  categories,  such  as  consultants,  data  processing  firms, 
research  organizations,  etc. 

Categories  of  records  in  the  system:  (^alified  bidders  in  Disaster 
Assistance  are  listed  in  Disaster  Assistance  Files(see  separate 
notice).  Qualifications  of  individuals/firms  interested  in  bidding  on 
HUD  contracts  and  in  being  considered  for  HUD-approved  lists  of 
contractors.  Central  Office  files  include  data  on  minority  and  8(a) 
status  of  firms.  Business  data  may  be  included,  such  as  number  of 
years  in  business,  areas  of  interest,  number  of  employees,  financial 
status,  management  experience.  Sometimes  includes  evaluation  of 
past  per?oimance. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  ^e  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  to  Of?ice  of  In¬ 
spector  General  and  IRS — for  investigative  purposes;  to  mortgage 
lenders  and  property  sellers — for  selection  of  contractors  from  an 
approved  list. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Material  in  binders  and  file  folders.  Material  frequently 
presented  on  Standard  Form  129.  Cassette  tapes  used  by  central  of¬ 
fice. 

Retrievability:  Filed  by  firm’s/contractor’s  name. 

Safeguards:  Material  generally  filed  in  lockable  file  cabinets. 

Retention  and  disposal:  Records  are  discarded  when  businesses 
cease  to  operate  or  request  they  be  removed  from  lists.  Retrieval 
also  takes  place  when  no  new  Standard  Form  129  is  filed  upon 
request.  Obsolete  records  may  be  sent  to  Federal  Records  Center. 

System  managers)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry'  about  existence  of  records, 
contact  the  Privacy  Of?icer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  (TFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  needed,  it  may  be  obtained  by  contacting:  (i)  in 
relation  to  contesting  contents  of  records,  the  Privacy  Officer  at 
the  appropriate  location.  A  list  of  all  locations  is  given  in  Appendix 
A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Departmen¬ 
tal  Privacy  Officer,  C)f?ice  of  Organization  and  Management  Infor¬ 
mation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Subject  individuals/firms,  credit  bu¬ 
reaus,  financial  institutions,  surety  corporations,  other  federal  agen¬ 
cies. 

HUD/DEPT— 13 

System  name:  Cost  Analyses  of  Projects 

System  location:  Most  area  and  insuring  offices  maintain  files  of 
this  type.  For  a  complete  listing  of  these,  with  addresses,  see  Ap¬ 
pendix  A. 

Categories  of  individuals  covered  by  the  system:  Mortgagors;  grant 
and  project  applicants;  builders;  developers;  contractors;  ap¬ 
praisers;  suppliers;  manufacturers;  architects;  engineers;  accoun¬ 
tants;  cost  analysts;  HUD  personnel. 

Categories  of  records  in  the  system:  Cost  data,  including  quota¬ 
tions,  estimates  and  surveys;  budget  and  financing  data;  processing 
analysis;  income  and  expense  data;  property  valuation,  acquisition 
and  disposition  prices;  final  costs;  records  of  previous  dealings; 
mortgagqr  and  grant  applications;  names  of  builders;  contractors 
and  cost  analysts;  and  correspondence. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  to  GAO — for 
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audit  reviews  and  investigation;  to  Department  of  Labor,  VA  and 
Farmers’  Home  Administration — for  data  compilation;  to 
mortgagees — for  maximum  mortgage  information;  local  agen¬ 
cies — for  statistical  compilation;  to  attorneys  and  accountants — for 
assistance  of  clients;  to  mortgagors  and  contractors — for  informa¬ 
tion  pertaining  to  themselves. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders,  computer  tapes  and  disks. 

Retrievability:  By  name  of  individual  covered,  case  file  number, 
and  property  address. 

Safeguards:  Stored  in  lockable  file  cabinets;  access  limited  to 
authorized  persons;  automated  files  require  passwords  and  coded 
ID’s  for  use. 

Retention  and  disposal:  Files  are  partly  current  and  partly  histori¬ 
cal;  disposal  is  according  to  HUD  Handbook. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  I'hc  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  T  he  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  Uications  is  given  in  Appen- 
dis  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  Office  of  Organization  and  Management  In¬ 
formation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.  Washington,  D.C.  20410. 

Record  source  categories:  Subject  and  other  individuals;  credit  bu¬ 
reaus;  financial  institutions;  firms;  federal  and  non-federal  agen¬ 
cies;  law  enforcement  agencies;  utility  companies;  accountants; 
supply  houses. 

Hl'D/DKPT— 14 

System  name:  Credit  Processing 

System  location:  Most  area  and  insuring  offices  maintain  files  of 
this  type.  For  a  complete  listing  of  these,  with  addresses,  see  Ap¬ 
pendix  A. 

Categories  of  individuals  covered  by  the  system:  Mortgagors, 
repair  contractors,  management  contractors  and  other  contractors 
and  builders  under  single-family  and  multi-family  housing  programs. 

Categories  of  records  in  the  system:  Credit  reports,  trade 
references,  bank  references,  factual  data  reports,  balance  sheets 
and  other  information  related  to  financial  reliability. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  to  GAO — for  au¬ 
dits  and  investigation;  to  IRS — for  investigation;  to 
Mortgagees — for  a  record  of  processing  activity. 

Policies  and  practices  for  storing,  retrieving,  acces.sing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  cabinets. 

Retrievability:  Filed  by  name,  project  name  and  case  file  number. 

Saft'guards:  Records  filed  in  lockable  metal  file  cabinets  with  ac¬ 
cess  limited  to  authorized  personnel. 

Retention  and  disposal:  Files  are  partly  historical  and  partly  ac¬ 
tive;  disposal  is  according  to  HUD  Handbook. 

System  manager(s)  and  address:  ^ 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 


Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Mvacy  Officer  at  the  appre^riate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  iWt  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Etepartment’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Pary  16.  I?  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  needed,  it  may  be  obtained  by  contacting;  (i)  in 
relation  to  contesting  contents  of  records,  the  ^vacy  Officer  at 
the  appropriate  location.  A  list  of  all  location  is  given  in  Appendix 
A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Departmen¬ 
tal  Privacy  Officer,  Office  of  Organization  and  Management  Infor¬ 
mation,  Apartment  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.xWashington,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Subject  individuals;  other  individuals; 
current  or  previous  employers;  credit  bureaus;  financial  institu¬ 
tions;  other  corporations  or  firms;  federal  and  non-federal  govern¬ 
ment  agencies. 

HUD/DEPT— 15 

System  name:  Equal  Opportunity  Housing  Complaints 

System  location:  Housing  discrimination  files  are  located  at  the 
office  where  originated  and  may  also  be  transferred  to  associated 
area  and/or  regional  offices,  or  the  department’s  Central  office.  For 
a  complete  listing  of  these,  with  addresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Individuals  filing 
housing  discrimination  complaints;  individuals,  officials,  and  or¬ 
ganizations  complained  about;  managers;  grant  or  project  appli¬ 
cants;  builders;  developers;  contractors;  appraisers;  property 
owners;  mortgagors;  candidates  for  positions;  witnesses;  attorneys; 
individuals  in  disaster  and  HO  files;  Title  VI,  VIII  and  IX  complai¬ 
nants.  Does  not  include  files  on  HUD  employee  complaints  regard¬ 
ing  their  employment.  Notices  regarding  these  inquiries  under  the 
Privacy  Act  are  published  by  the  U.S.  Civil  Service  Commission. 

Categories  of  records  in  the  system:  Allegations  of  housing  dis¬ 
crimination;  names  of  complainant  and  persons  or  organizations 
complained  about;  investigation  information;  details  of  discrimina¬ 
tion  cases;  compliance  reviews;  marketing  activity;  complaints 
under  Titles  VI,  VIII  and  IX;  conciliation  files;  correspondence;  af¬ 
fidavits;  complaint  status  rcpoits. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  asers  and  the  purposes  of  such  u.ses:  Sec  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  used  for  in¬ 
vestigation,  preparing  litigation,  and  monitoring  compliance  by  non- 
federal  EO-concemed  agencies,  the  U.S.  Department  of  Justice 
(including  the  FBI),  the  U.S.  Department  of  Labor  (including  the 
Office  of  Federal  Contract  Compliance),  U.S.  Courts,  the  Veterans 
Administration,  the  Farmers’  Home  Administration,  complainants, 
respondents  and  attorneys. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  kept  in  IcKkable  desks  and  file  cabinets. 

Retrievability:  Usually  retrievable  by  name  of  complainant  and, 
in  some  instances,  by  case  file  number. 

Safeguards;  Offices  are  linked  at  night  and  access  to  files  during 
the  day  is  limileu  to  authorized  personnel.  Files  are  locked. 

Retention  and  disptisiil:  HUD  handbooks  establish  procedures  for 
retention  and  disposition  of  records.  Generally  retained  for  two 
years,  then  transferred  to  Federal  Records  Centers  for  an  addi¬ 
tional  five  years. 

System  manager(s)  and  address: 

Director 

(Tffice  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  ItKation,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa- 


FEDERAl  REGISTER  VOL.  40,  NO.  168— THURSDAY,  AUGUST  28,  1975 


39744 


HOUSING  AND  UIttAN  OfVElOPMENT  OEPARTMiNT 


tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  all  locations  is  given  in  Appeitdix  A. 

Record  access  procedures:  The  Department’s  rales  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

CoBtestlngsrccord  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A.  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  CXfke  of  Organization  and  Management  In¬ 
formation.  Eiepartment  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Subject  and  other  individuals.  Federal 
and  non-federal  government  agencies,  law  enforcement  agencies, 
credit  bureaus,  financial  institutions,  current  and  previous  em¬ 
ployers,  corporations  or  firms,  EO  counselors  and  witnesses. 

HLD/DEPT— 16 

System  name:  Equal  Opportunity  Programs — Construction 

System  location:  Many  regional,  area,  insuring  and  service  of¬ 
fices,  as  well  as  the  Central  Office,  maintain  files  of  this  fype.  For 
a  complete  Usting  of  these  offices,  with  addresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Builders;  contrac¬ 
tors;  developers;  brokers. 

Categories  of  records  in  the  system:  Affirmative  action  plans;  af¬ 
firmative  fair  housing  marketing  plans,  applications,  and  certifica¬ 
tions;  construction  programs;  approval  letters;  pre-construction 
conference  reports;  participation  records;  complaints;  compliance 
reviews;  records  of  consent  decrees;  monitoring  reports;  minority 
contractor  lists;  related  correspondence. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  to  Department  of 
Labor,  Office  of  Federal  Contract  Compliance — for  monitoring  and 
investigation;  to  state  and  local  governments  and  agencies — for 
compliance  review  and  investigation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  file  folders. 

Retrievability:  Name  of  subject  individual;  case  file  number. 

Safeguards:  Records  stored  in  lockable  file  cabinets. 

Retention  and  disposal:  Files  are  current  and  active;  disposal  is  in 
accordance  with  HUD  handbook  procedures. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rales  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department's  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  Office  of  Organization  and  Management  In¬ 
formation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Subject  and  other  individuals,  firms, 
federal  and  non-federal  agencies. 


HUD/DEPT— 17 

System  name:  Experimental  Housing  Allowance  Pro¬ 
gram — Participant  Files  ' 

System  location:  Division  of  Housing  Assistance  Research, 
Assistant  Secretary  for  Policy  Development  and  Research,  Central 
Office. 

Categories  of  individuals  covered  the  system:  Applicants  for 
housing  allowances;  landlords  under  Experimental  Housing  Al¬ 
lowance  Program. 

Categories  of  rocords  in  the  system:  Socio-economic,  financial  and 
demographic  data  on  EHAP  participants. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  to  EHAP  con¬ 
tractors — analysis  for  research  purposes  in  accordance  with  pro¬ 
gram  objectives. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Hard  copy  survey  instruments  stored  in  folders, 
microform,  computer  printout,  punched  cards,  and  magnetic 
tape/disc. 

Retrievability:  Manual  files  by  name,  social  security  number,  per¬ 
sonnel  characteristics  and  case  file  number.  Automated  files  have 
been  stripped  of  all  personal  identifiers  and  are  statistical  only. 

Safeguards:  Access  to  manual  files  limited  to  survey  subcontrac¬ 
tors.  No  access  to  these  records  by  prime  contractors  and  HUD 
personnel.  Records  kept  in  secured  areas  and  vauhs. 

Retention  and  disposai:  In  accordance  with  HUD  Handbook. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.  C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  l4ivacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department's  rules  for  providing 
access  to  records  to  the  individual  epneerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department's  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  CifEce  of  Organization  and  Management  In¬ 
formation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington,  D.  C.  20410. 

Record  source  categories:  Subject  individual;  current  and  previous 
employers. 

HUD/UEPT— 19 

System  name:  Fellowship  Files,  Urban  Studies 

System  location:  Department  of  Housing  and  Urban  Develop¬ 
ment,  451  Seventh  Street,  S.W.,  Washington,  D.C.  20410 

Categories  of  individuals  covered  by  tbe  system:  Recipients  (rf 
HUD  fellowships  in  urban  studies,  and  their  alternates. 

Categories  of  records  in  the  system:  Applications;  financial  state¬ 
ments;  correspondence;  policy  statements;  press  releases. 

Routine  uses  of  records  maintained  in  the  system,  iiKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement. 

Policies  and  practices  for  storing,  retrievfaig,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Free  text  in  file  folders. 

Retrievability:  By  name  of  award  recipient  and  alternate. 

Safeguards:  Files  are  stored  in  IcKkable  metal  file  cabinets  within 
authorized  HUD  storage  terminals. 
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RetentkMi  and  disposal:  Files  are  inactive  and  historical  only. 
There  are  no  established  procedures  for  disposal  of  these  records. 

System  manager(s)  and  address: 

Director  ' 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington.  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  I^ivacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  E>epartment’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  Ofhce  of  Organization  and  Management  In¬ 
formation,  Department  of  Housing  and  Urban  Development.  451 
Seventh  Street.  S.W.,  Washington,  D.  C.  20410. 

Record  source  categories:  Individual  awardees  and  alternates;  edu¬ 
cational  institutions. 

HUD/DEPT— 19  well  as  the  Central  Of?ice,  maintain  files  of  this 
type.  For  a  complete  listing  of  these  offices,  with  addresses,  see 
Appendix  A. 

Categories  td  individuals  covered  by  the  system:  Grant  and  loan 
applicants;  grantees  and  loan  debtors;  grantee  personnel  under 
research  and  categorical  grant  programs. 

Categories  of  records  in  the  system:  Grant  and  loan  contracts  and 
related  documents;  status  of  grants  and  loans;  personal  information 
on  grantee  personnel;  property  descriptions;  assignment  records; 
grantee  reports;  related  correspondence. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  to  GAO  and 
private  accountants — for  audit  purposes;  to  loan  creditors — for  loan 
servicing;  to  National  Science  Foundation  and  research  in¬ 
stitutes — for  evaluation  and  review  of  research  grant  proposals. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  file  folders  and  on  magnetic  tape. 

Retrievability:  Name;  case  file  number. 

Safeguards;  Records  are  stored  in  lockable  file  cabinets;  access  to 
automated  files  is  obtained  by  passwords  and  coded  ID’s. 

Retention  and  disposal:  Records  are  primarily  active,  with  some 
historical  material.  Disposal  in  accordance  with  HUD  Handbook. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street.  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  locations  is 
given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  needed,  it  may  be  obtained  by  contacting:  (i)  in 
relation  to  contesting  contents  of  records,  the  Privacy  Officer  at 


the  appropriate  locatkm.  A  list  of  all  locations  is  given  in  Appendix 
A;  (ii)  in  relation  to  appeals  of  initial  deniads,  the  HUD  Departmen¬ 
tal  Privacy  Officer,  (Office  of  Organization  and  Management  Infor¬ 
mation,  Apartment  o?  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Subject  and  other  individuals;  financial 
institutions;  firms;  federal  and  non-federal  agencies. 

HUD/DEPT— 20 

System  name:  Homeownership  Assistance  and  Recertification  Ap¬ 
plication  (HARAS) 

System  location:  Central  Office 

Categories  of  individuals  covered  by  the  system:  Participants  in 
Section  235  Homeownership  Assistance  Program. 

Categories  of  records  in  the  system:  Historical  profile  of  partici¬ 
pant  group. 

Routine  uses  of  records  maintained  in  the  system,  iiKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  of  prefatory  statement. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape/disc/drum. 

Retrievability:  Name.  Application  and  recertification  tables 
produced  quarterly.  No  output  automated  system  interfaces  or  ter¬ 
minal  inquiry  capability. 

Safeguards:  Computer  Facilities  are  secured  and  accessible  only 
by  authorized  personnel,  and  all  files  are  stored  in  a  secured  area. 
Technical  restraints  are  employed  with  regard  to  accessing  the  com¬ 
puter  and  data  files. 

Retention  and  disposal:  Recca'ds  system  is  active  and  kept  up-to- 
date. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.  C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  proc^ures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  (IIFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  Office  of  Organization  and  Management  In¬ 
formation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington,  D.  C.  20410. 

Record  source  categories:  Applications;  recertifications;  Sinle- 
family  Statistical  Reporting  System. 

HUD/DEPT— 21 

System  name:  Housing  Assistance  Applicants 

System  location:  Many  HUD  regional,  area,  and  insuring  offices 
maintain  files  of  this  type.  For  a  complete  listing  of  these  offices, 
with  addresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Individual  and  or¬ 
ganizational  applicants,  builders,  individual  correspondents;  mort¬ 
gagors  and  mortgagees. 

Categories  of  records  in  the  system:  Applications  of  those  seeking 
housing  grants  and  the  review  of  those  applications.  Applicant’s 
name,  address  and  amount  of  grant.  Also  includes  correspondence 
and  requisitions  for  advances. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  to  local  conunu- 
nities — in  assessing  Community  Development  Block  grants. 
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Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage;  Lockable  file  drawers. 

Retrievability:  Name;  case  file  number. 

Safeguards:  Access  to  authorized  personnel  only. 

Retention  and  disposal:  In  accordance  with  HUD  Handbook. 

System  managerls)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  u  ith  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures;  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  Ofhee  of  Organization  and  Management  In¬ 
formation,  Department  of  Housing  and  Urban  Development,  4SI 
Seventh  Street,  S.W.,  Washington,  D.  C.  20410 

Record  source  categories:  Subject  individuals;  corporations  or 
firms;  federal  and  non-federal  government  agencies. 
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S>slem  name:  Housing  Counselling 

System  location:  Many  regional,  area,  insuring  and  service  of¬ 
fices.  as  well  as  the  Central  Office,  maintain  files  of  this  type.  For 
a  complete  listing  of  these  offices,  with  addresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Primarily  in¬ 
dividual  mortgagors  and  prospective  homebuyers  seeking  advice, 
information  and  assistance  regarding  housing.  Individuals  with 
housing  problems. 

Categories  of  records  in  the  system:  Dates  counseling,  summaries 
of  aid  furnished  to  inquiriers,  correspondence.  Sometimes  includes 
certificate  of  completion  of  counseling,  standard  forms  or  letters, 
purchase  of  financial  data. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  Occasionally 
used  by  HUD-approved  counseling  agencies  in  providing  supportive 
counseling  services  such  as  money  management  and  housekeeping 
training. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sylem; 

Storage:  HUD  Forms  9906/9907,  stored  in  file  folders. 

Retries  ability:  Always  retrievable  by  name.  Occasionally  files  are 
in  chronological  order  or  can  be  retrieved  by  case  file  number  on 
address  of  property. 

Safeguards;  Data  maintained  in  lockable  desks  and  file  cabinets. 
In  some  cases,  files  are  restricted  to  use  by  counsellors. 

Retention  and  disposal;  A  few  records  are  active  and  kept  up-to- 
date.  Older  records  are  treated  according  to  HUD  Handbook. 

System  manager<s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Nottfication  procedure:  For  inquiry  about  existence  of  recewds, 
contact  the  iSivacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Piivitcy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 


Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  ^pear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A.  * 

Contesting  record  procedures:  The  Department's  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additioiud  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  ^qtpropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  GtfHce  of  Oiganization  and  Management  In¬ 
formation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Records  usuaOy  furnished  by  subject  in¬ 
dividual.  Occasionally  received  from  other  individuals,  current  or 
previous  employers,  credit  bureaus,  financial  institutions,  non- 
federal  government  agencies,  counselling  offices,  conununity  or¬ 
ganizations  and  mortgage  credit  examiners.  ^ 

HUD/DEPT— 23 

System  location:  Central  Office 

Categories  of  individuals  covered  by  the  system:  Single-family 
mortgagors. 

Categories  of  records  in  the  system:  Single-family  home  cases  for 
most  recent  five-year  period. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape/disc/drum. 

Retrievability:  Name;  case  file  number. 

Safeguards:  Computer  facilities  are  secured  and  accessible  only 
by  authorized  personnel,  and  all  files  are  stored  in  a  secured  area. 
Technical  restraints  are  employed  with  regard  to  accessing  the  com¬ 
puter  and  data  files. 

Retention  and  disposal:  Records  system  is  active  and  kept  up-to- 
date. 

System  nunager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.  C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location,  in  accordance  with  procedures  in  24  CFR  Part 
16.  If  additional  information  or  assistance  is  required,  contact  the 
Privacy  Officer  at  the  appropriate  location.  A  list  of  all  locations  is 
given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department's  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  aii^ropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  D^art- 
mental  Privacy  Officer,  Office  of  Organization  and  Management  In¬ 
formation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington,  D.  C.  20410. 

Record  source  categories:  Subject  individuals;  current  or  previous 
employers;  credit  bureaus;  financial  institutions;  cooperatives; 
firms;  federal  government  agencies. 

HUD/DEPT— 24 

System  name:  Investigation  Files 
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System  location:  Many  regional,  area,  insuring  and  service  of¬ 
fices,  as  well  as  the  Central  Office,  maintain  files  of  this  type.  For 
a  complete  listing  of  these  offices,  with  addresses,  sec  Appendix  A. 

Cr.tcgorles  of  individuals  covered  by  the  sy.stem:  HUD  program 
participants  and  HUD  employees  under  investigation,  including 
mortgagors,  mortgagees,  grant  and  project  applicants,  builders, 
developers,  real  estate  firms,  contractors  and  appraisers. 

Categories  of  record.s  in  the  system:  Files  contain  information  con¬ 
cerning  investigation  of  alleged  irregularities  in  connection  with 
HUD  programs,  and  include  initial  complaints  filed  against  subjects 
alleging  violations,  reports  of  investigation,  findings  of  HUD  offi¬ 
cials  and  recommendations  and  disposition  to  l>e  made. 

Koutine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  pur|>o.ses  of  such  u.scs:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  to  Department  of 
Lalxir — for  investigative  research;  as  a  data  source  for  management 
information  for  production  of  summary  descriptive  statistics  and 
analytical  studies  in  support  of  the  function  for  which  the  records 
arc  collected  and  maintained,  or  ?or  related  personnel  management 
functions  or  manpower  studies,  biles  may  also  be  used  to  respond 
to  general  requests  for  statistical  information  (without  personal 
idcnti?icatiun  of  individu.als)  under  the  Freedom  of  Information 
Act,  or  to  locate  specific  individuals  for  personnel  research  or 
other  personnel  management  functions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  .sytem: 

Storage:  Paper  records  in  file  folders. 

Retricvability:  Filed  by  name,  investigation  file  number,  case 
number. 

Safeguards:  Records  arc  maintained  in  locked  file  cabinets  or  in 
metal  Hie  cabinets  in  secured  rooms  or  premises  with  access  limited 
to  those  whose  official  duties  require  access. 

Retention  and  disposal:  Records  are  primarily  active,  with 
destruction  of  some  records  after  three  years  and  some  after  five 
years. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
.Department  of  Housing  and  Urban  Development 

451  Seventh  Street,  S.W. 

Washington,  D.  C.  20410 

Record  source  categories;  Subject  individuals;  other  individuals; 
current  or  previous  employers;  credit  bureaus;  financial  institu¬ 
tions;  corporations  or  firms;  law  enforcement  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  I*ursuant  to  S 
U.S.C.  552  u(k)(2)  and  k(5),  all  investigatory  material  in  the  record 
which  meets  the  criteria  of  these  sub-sections  is  exempted  from  the 
notice,  access,  and  contest  requirements  (under  5  U.S.C.  552a(c)(3), 
(d),(e).(l),(e)(4)(G),(H),  and  (I)  and  (f))  of  the  agency  regulations  in 
order  for  the  Department’s  legal  staff  to  perform  its  functions 
properly. 

HUD/Dr.Ff— 25 

System  name:  Legal  Actions  Files 

System  locution:  Many  regional,  area,  insuring  and  service  of¬ 
fices,  as  well  as  the  Central  Office,  maintain  files  of  this  type.  For 
a  complete  listing  of  these  offices,  with  addresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  l.itigants;  poten¬ 
tial  and  past  claimants  against  the  government. 

Categories  of  records  in  the  system:  I'hreatencd,  pending  and  past 
litigation  involving  HUD  as  a  party;  summons;  writs;  indictments; 
pleadings;  decisions;  legal  memoranda;  litigation  reports;  deposi¬ 
tions;  deficiencies  on  court  judgements;  notices  of  levy;  settlement 
negotiations;  legal  nilings;  claims  against  the  government;  employee 
claims. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses;  to  Justice  De¬ 
partment — information  for  purposes  of  litigation,  and  representation 
of  HUD  before  the  courts  and  performance  of  all  legal  work  in¬ 
cident  thereto;  to  HEW — for  investigation  and  litigation;  to 
IRS — for  investigation,  litigation  and  collection  of  levies;  to  Local 
Housing  Authorities — fur  investigation  and  litigation;  to  local 
governments — for  investigation  and  litigation;  to  parties  to  litiga¬ 
tion — to  provide  status  and  facts  in  litigation;  to  private  individuals 
and  corporations — to  assist  co-defendants  or  to  provide  documents 
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and  infonnatiun  as  required  by  the  Federal  Rules  of  Civil 
Procedure;  various  uses  under  the  Freedom  of  Information  Act. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Stora4>,e:  Paper  records  in  file  cabinets. 

Retricvability:  Name;  case  names;  case  numbers  assigned  by 
courts. 

Safeguards:  Records  maintained  in  locked  and  lockable  metal  file 
cabinets  with  access  limited  to  authorized  personnel. 

Retention  tmd  disposal:  Files  arc  partly  active  and  partly  histori¬ 
cal;  disposal  in  accordance  with  HUD  Handbook. 

Sy.stem  manager(s)  and  uddrcs.s: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  imd  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Sy.stems  exempted  from  certain  provisiuirs  tlie  act:  Pursuant  to  5 
U.S.C.  552a(k)(2)  and  k(5),  all  investigatoiy  material  in  the  record 
which  meets  the  criteria  of  these  sub-sections  is  exempted  from  the 
notice,  access,  and  contest  requirements  (under  5  U.S.C.  552a(cK3), 
(d),(c)(l),(cK4)(G),(H),  and  (I)  and  (f))  of  the  agcnc>  regulations  in 
order  for  the  Department’s  legal  staff  to  per?orm  its  functions 
properly. 

HUD/DEPT— 26 

System  name:  Loan  Management  Files 

System  location:  Many  regional,  area,  insuring  and  service  of¬ 
fices,  as  well  as  the  Central  Office,  maintain  files  of  this  type.  For 
a  complete  listing  of  these  offices,  with  addresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Mortgagors  under 
single-fainily ;  multi-family  and  college  housing  projects,  mortgagees 
who  service  insured  mortgages;  builders  of  multi-family  projects. 

Categories  of  records  in  the  system:  Legal  documents;  correspon¬ 
dence  and  other  information  relating  to  loan  servicing. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  u.ses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  to  United  States 
Attorney — for  eviction  purposes  on  foreclosed  properties. 

Policies  and  practices  for  storing,  retrieving,  acces.sing,  retaining, 
and  dis{K>sing  of  records  in  the  sytem: 

Storage:  File  folders. 

Retriev ability:  Name;  case  number. 

Safeguards:  Files  maintained  m  lockable  file  cabinets  with  access 
limited  to  authorized  personnel. 

P,etention  and  disposal:  Files  are  primarily  active  with  periodic 
removjil  of  inactive  files  in  accordance  with  HUD  Handbook. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.  C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  eontact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contestii^  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  (Jffice  of  Organization  and  Management  In¬ 
formation,  D^artment  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.  W.  Washington,  D.  C.  20410. 
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Record  source  categfuies:  Subject  individual;  other  individuals; 
credit  bureaus;  corfKtrations  and  firms;  federal  government  agen¬ 
cies;  nonufederal  government  agencies. 

HUD/DEPT— 27 

System  name:  Local  Housing  Mortgage  Insurance 

System  location:  Many  regional,  area,  insuring  and  service  of¬ 
fices.  as  well  as  the  Central  Office,  maintain  files  of  this  type.  For 
a  complete  listing  of  these  offices,  with  addresses,  see  Appendix  A. 

(  ategories  of  individuals  covered  by  the  system:  Mortgagors  and 
mortgagees  in  FHA-insured  single-  and  multi-family  housing;  appli¬ 
cants  for  grant  programs;  HUD  loan  management  personnel. 

C  ategories  o(  records  in  the  system:  Mortgage  insuraiKC  certifica¬ 
tions;  special  agreements  with  FHA  mortgagors;  compliance  control 
cards,  listing  of  areas  ineligible  for  mortgage  insurance;  advisory  in¬ 
formation;  applicants  for  mortgage  insurance;  mortgage  data 
(amount,  interest  rate,  monthly  payment.  Housing  Act  section). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders. 

Retrievability:  Primarily  by  case  file.  By  name  in  some  cases. 

Safeguards:  Lockable  file  cabinets  and  desks. 

Retention  and  disposal:  Primarily  active  information.  Disposed  of 
in  accordance  with  HUD  Handbook. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  :ind  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  needed,  it  may  be  obtained  by  contacting:  (i)  in 
relation  to  contesting  contents  of  records,  the  ftivacy  Of?icer  at 
the  appropriate  location.  A  list  of  all  locations  is  given  in  Appendix 
A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Departmen¬ 
tal  Privacy  Officer.  Office  of  Organization  and  Management  Infor¬ 
mation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Subject  individual;  financial  institutions; 
credit  bureaus;  other  individu:ils;  firms;  local  and  federal  govern¬ 
ment  agencies. 

HL'D/DEPT— 2« 

System  name:  Mobile  Home  Improvement  and  Rehabilitation 
Loans —  Delinquent/Default 

System  location:  Most  area  and  insuring  offices  maintain  files  of 
this  type.  For  a  complete  listing  of  these,  with  addresses,  see  Ap¬ 
pendix  A. 

Categories  of  individuals  covered  by  the  system:  Mobile  home, 
home  improvement,  and  rehabilitation  loan  debtors;  builders  and 
contractors  under  mobile  home,  home  improvement  and  rehabilita¬ 
tion  programs. 

Categories  of  records  in  the  system:  Names,  credit  applications, 
and  case  histories  of  borrowers;  records  of  payments;  financing 
statements;  delinquent  and  defaulted  loan  records  and  account 
cards;  collection  and  field  reports;  records  of  claims  and  charge- 
offs;  creditor  requests  for  collection  assistance;  justifications  for 
closing  collection  action;  related  correspondence. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  to  GAO — for 


audit  purposes;  to  U.S.  Attorney’s  offices — to  obtain  judgment 
liens. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  file  folders. 

Retrievability:  By  name  and  case  file  number  of  individual 
covered. 

Safeguards:  Files  are  stored  in  lockable  file  cabinets. 

Retention  and  disposal:  Files  are  partly  active  and  partly  histori¬ 
cal  and  are  disposed  of  in  accordance  with  HUD  Handbook. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  aD  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  kxration.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  C)fhce  of  Organization  and  Management  In¬ 
formation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington  D.C.  20410. 

Record  source  categories:  Subject  individual;  current  and  previous 
employers;  credit  bureaus;  financial  institutions;  firms;  federal  and 
non-federal  agencies;  bw  enforcement  agencies. 

HLT>/DEPT— 29 

System  name:  Mobile  Home,  Home  Improvement  Loans  and  Reha¬ 
bilitation  Grants  and  Ixians 

System  location:  Most  area  and  insuring  offices  maintain  files  of 
this  type.  For  a  complete  listing  of  these,  with  addresses,  see  Ap¬ 
pendix  A. 

Categories  of  individuals  covered  by  the  system:  Mobile  home, 
home  improvement  and  rehabilitation  loan  debtors;  rehabilitation 
grantees,  builders,  dealers  and  contractors  under  mobile  home, 
home  improvement  and  rehabilitation  loan  and  grant  programs. 

Categories  of  records  in  the  system:  Names  of  borrowers,  buil¬ 
ders,  dealers  and  contractors;  loan  and  grant  applications  and  eligi¬ 
bility  information;  loan  and  grant  documents;  payment  records;  re¬ 
gistration  records;  collection  records;  complaint  records;  related 
correspondence. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  |»efatory  sbtement.  Other  routine  uses;  to  dealers  and 
contractors — for  setthng  compbints;  to  lenders — for  loan  servicing; 
to  tax  assessors — for  assessment  of  property;  to  local  agencies — for 
monitoring  and  carrying  out  programs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  file  folders. 

Retrievability:  By  name  and  case  file  number  of  individual 
covered. 

Safeguards:  Records  stored  in  lockable  file  cabinets. 

Retention  and  disposal:  Records  are  primarily  active  with  some 
historical  information;  disposal  is  in  accordance  with  HUD  Hand¬ 
book. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 
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Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Piul  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  k>cations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department's  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obUuned  by  contacting: 
(i)  in  relation  to  contesting  eontents  of  records,  the  I^vacy  Officer 
at  the  appropriate  kKation.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A.  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  Office  of  Organization  and  Management, 
Department  of  Housing  and  Urban  Development,  451  Seventh 
Street,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Financial  institutions:  subject  and  other 
individuals;  federal  and  non-federal  agencies;  firms,  current  and 
previous  employers;  law  enforcement  agencies. 

Hl!I)/l)KPT— 30 

System  name:  Mobile  Home  Park  Inspection 

Sy.stem  location:  Only  a  few  of  the  locations  in  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Individual 
Owners,  builders  and  devek)pers  of  mobile  home  parks. 

Categories  of  records  in  the  system:  l*roperty  descriptions  of  mo¬ 
bile  home  parks;  apprt>val  records;  eligibility  data;  rccorda  of 
operation  and  maintenance;  inspection  records;  related  eorrespon- 
dcncc. 

Routine  uses  of  records  maintained  in  the  .system,  including  catego¬ 
ries  of  users  and  the  purposes  »)f  .such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses;  to  National  Bu¬ 
reau  of  Standards — for  testing  and  data  collection;  to 
mortgagees — for  determination  of  mortgage  qualifications. 

Policies  and  practices  for  storing,  retrieving,  acces.sing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  file  folders. 

Retrievahility:  By  name  and  case  file  number  «)f  subject  in¬ 
dividual. 

Safeguards:  Records  stored  in  kK'kable  file  cabinets. 

Retention  and  dispimal:  Records  are  primarily  current,  with  some 
historical  data.  Records  are  periodically  updated. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Man:igement  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20401 

Notifkalion  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  prtK'edures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistanee  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  loeation.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department's  rules  for  pnividing 
aeeess  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appn)priate  loeation.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistanee  is  needed,  it  may  be  obtained  by  contiicting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  (Wicer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  Office  of  Organization  and  Management, 
Department  of  Housing  and  Urban  Development,  451  Seventh 
Street,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Subject  and  other  individuals;  financial 
institutions;  firms;  non-federal  agencies. 

HUD/DEPT— 31 

System  name:  Mortgage  Servicing  Files  on  HUD-Held  Properties 


System  location:  All  HUD  area  and  insuring  of?ices.  For  a 
complete  listing  of  these  offices,  with  addresses,  see  appendix  A. 

Categories  of  individuals  covered  by  the  system:  Project  sponsors; 
inspectors;  tenants;  landlords;  local  housing  authorities;  private  ac¬ 
countants  and  auditors;  management  agents;  mortgagee  institutions, 
ctwperative  members;  service  contractors  and  brokers;  mortgage 
assignees  and  assignors. 

Categories  of  records  in  the  system:  Project  servicing  dockets; 
management  reviews  of  sponsor  qualifications;  review  of  mortgager 
defaults  and  mortgagee  foreclosure;  individual  and  organizational 
case  studies;  register  of  home  mortgage  conunitments;  mortgage  as¬ 
signments  and  transfers. 

Routine  u.ses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  to  GNMA  and 
FNMA  for  financial  referral  to  the  Department  of  Justice;  to 
Cieneral  Accounting  Office  for  purposes  of  investigation  and  poten¬ 
tial  foreckvsures;  to  loeal  tenant  groups  and  Legal  Aid  for  review  of 
proposed  rental  increases;  to  the  general  public  for  reference. 

Policies  and  practk'es  for  .storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sy  tem: 

-Storage:  Free  text;  standard  forms;  computer  print-outs;  binders 
and  file  folders. 

Retrievahility:  By  name,  case  file  number,  organizational  code, 
project  number,  ehronologicidly. 

Safeguards:  Files  are  kept  in  desks,  file  cabinets  (locked  and  un¬ 
locked),  safes  and  bcwkshelves.  Access  is  limited  to  authorized  per¬ 
sonnel  by  ItK'ks  and  limited  security  checks. 

Retention  and  disposal:  Files  arc  mostly  active  and  kept  up  to 
data;  and  are  bi>th  partly  current  and  partly  historical. 

Sy.stem  manager(s)  and  addre.ss: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street.  S.W. 

Washington,  D.C.  20410 

Notification  pr«K.*edure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac- 
corilance  with  procedures  in  24  CF'R  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap 
propriate  location.  A  list  of  all  kKations  is  given  in  Appendix  A. 

Record  access  prtK'edures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  locations  is 
given  in  Appendix  A. 

Contesting  rec4»rd  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  C’FR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  needed,  it  may  be  obtained  by  contacting:  (i)  in 
relation  to  ontesting  eontents  of  records,  the  Privacy  Officer  at 
the  appropriate  location.  A  list  of  all  locations  is  given  in  Appendix 
A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Departmen¬ 
tal  Privacy  Officer,  ()ffice  of  Organization  and  Management  Infor¬ 
mation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street.  -S.W., Washington,  D.C.  20410. 

Record  source  categories:  Inspectors;  financial  institutions;  sub¬ 
ject  landlords;  tenants,  law  enforcement  agencies;  local  housing 
authorities;  government  agencies;  private  contractors  and 
managers;  private  cooperatives  and  corporations. 

HUD/DEPT— 32 

System  name:  Mortgages — Dclinquent/E)efault 

System  location:  Many  regional,  area,  insuring  and  service  of¬ 
fices,  as  well  as  the  Centra!  Office,  maintain  files  of  this  type.  For 
a  complete  listing  of  these  offices,  with  addresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Mortgagors  under 
single-  and  multi-family  housing  programs  seeking  assistance  in 
preventing  foreclosures;  mortgagors  whose  mortgages  are  held  by 
the  Secretary  and  whose  payments  are  delinquent;  mortgagors  com¬ 
plaining  about  loan  servicing;  mortgagees  under  single-  and  multi¬ 
family  housing  programs;  mortgagees  servicing  defaulted  loans; 
banks  lending  money;  builders,  developers  and  other  firms  under 
multi-family  housing  programs;  contractors,  developers  or  lien  hol¬ 
ders  under  multi-family  programs;  builders,  developers,  real  estate 
firms,  contractors,  appraisers,  other  corporations  and  firms  making 
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repair  bids;  de?aulted  borrowers;  project  owners;  project  managing 
agents;  former  owners;  tenants;  area  managers;  HUD  personnel  in 
area  and  regional  offices. 

Categories  of  records  in  the  system:  Foreclosure  reports;  ban¬ 
kruptcy  reports;  audit  reports;  inventory  reports;  monthly  account¬ 
ing  records;  credit  documents;  financial  statements;  mortgage 
delinquencies;  records  of  collection  efforts  on  defaulted  loans;  pay¬ 
ment  records  of  mortgagors  under  Section  234  of  the  National 
Housing  Act;  recertification  of  Section  235  National  Housing  Act; 
recertification  violations  of  Section  235  mortgagors;  loan  servicing; 
assistance  for  mortgagors  in  lowering  payments  of  helping  to  make 
mortgage  payments;  geographic  location  of  single-family  mort¬ 
gagors  in  default;  project  fiscal  data;  project  processing  activities 
that  may  have  led  to  projects  going  into  default;  properties  con¬ 
veyed  to  HUD;  property  information  supplied  by  HUD  area 
managers;  proposed  transfers  of  physical  assets;  managing  plans; 
present  management  capabilities;  repair  bids;  fire  inspections;  post¬ 
closing  complaints;  congressional  inquiries  resulting  from  mortgagor 
complaints. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  to  FHA — for  in¬ 
surance  investigations;  to  IRS  and  GAO — for  investigations;  to 
state  banking  agencies — to  aid  in  processing  mortgagor  complaints; 
to  state  housing  and  redevelopment  agencies —  for  follow-up  servic¬ 
ing;  to  mortgagees — to  check  on  the  status  of  cases  and  referrals  of 
complaints;  to  counseling  agencies — for  counseling;  to  Legal 
Aid — to  assist  mortgagors. 

Storage:  Free  text;  Standard  Forms  2068  and  2068S;  binders; 
notebooks. 

Retrievability:  Name;  Social  Security  number;  case  file  number; 
name  of  mortgagee;  property  address. 

Safeguards:  Records  maintained  in  desks  and  lockable  file 
cabinets;  access  limited  to  authorized  personnel. 

Retention  and  disposal:  Obsolete  records  destroyed  or  shipped  to 
Federal  Records  Center  in  compliance  with  HUD  Handbook. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street.  S.W. 

5Vashington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  o?  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department's  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  Officer  of  Organization  and  Management 
Information,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Subject  individual;  other  individuals; 
current  or  previous  employers;  credit  bureaus;  financial  institu¬ 
tions;  other  corporations  or  firms;  Federal  Government  agencies; 
non-federal  government  (including  foreign,  state  and  local)  agen¬ 
cies;  law  enforcement  agencies. 

Hl’D/DEPT— 33 

System  name:  Multifamily  Projects  Case  Files 

System  location:  Almost  all  HUD  area  and  insuring  offices  main¬ 
tain  files  of  this  type.  For  a  complete  Usting  of  these  offices,  with 
addresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Mortgagors,  buil¬ 
ders,  contractors,  and  developers  of  multifamily  projects. 


Categories  of  records  in  the  system:  Mortgage  servicing  docu¬ 
ments;  rent  and  management  records;  engineering  and  architectural 
data  and  records;  credit  and  financing  information;  construction 
data  and  changes;  inspection  reports;  occupancy  information;  legal 
documents;  cost  certifications;  closing  documents;  endorsements; 
leases;  appraisal  data;  commitment  records;  processittg  data;  pro¬ 
perty  disposition  records;  proposals;  related  correspondence. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  to  General  Ac¬ 
counting  Office — for  audit  purposes;  to  mortgagors  and 
mortgagees — information  on  project  requirements;  to  state  and 
local  govenunent  agencies — for  environmental  clearance  and  EO 
compliance;  to  tenants  and  management  agents — notices  on  actions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  file  folders  and  on  magnetic  tapes,  drums  and  disks. 

Retrievability:  Name  of  subject  individual;  case  file  number. 

5»afeguards:  Records  are  kept  in  lockable  file  cabinets.  Access  to 
automated  systems  is  by  passwords  and  coded  identification  cards. 

Retention  and  disposal:  Records  are  partly  current  and  partly 
historical.  Disposal  is  in  accordance  with  HUD  Handbook. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
E>epartment  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  OTficer  at  the  ap¬ 
propriate  location.  A  list  of  all  kKations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  kx:ation.  A  list  of  locations  is 
given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  needed,  it  may  be  obtained  by  contacting:  (i)  in 
relation  to  contesting  contents  of  records,  the  ^vacy  Officer  at 
the  appropriate  location.  A  list  of  all  locations  is  given  in  Appendix 
A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Departmen¬ 
tal  Privacy  Officer,  (iffice  of  Organization  and  Management  Infor¬ 
mation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Subject  and  other  individuals;  current 
and  previous  employers;  credit  bureaus;  financial  institutions; 
firms;  federal,  non-federal  and  law  enforcement  agencies. 

HUD/DEPT--34 

System  name:  Pay  and  Leave  Records  of  Employees 

System  location:  Department  Central  Office 

Categories  of  individuals  covered  by  the  system:  HUD  employees. 

Categories  of  records  in  the  system:  Name,  Social  Security 
number  and  employee  number,  grade,  step  and  salary;  organization, 
retirement  or  FICA  data  as  applicable;  Federal,  state  and  local  tax 
deductions;  regular  and  optional  Government  life  insurance  deduc- 
tion(s),  health  insurance  deduction  and  plan  or  code;  cash  award 
data;  jury  duty  data;  military  leave  data;  pay  differentials;  union 
dues  deductions;  allotments,  by  type  and  amount;  financial  institu¬ 
tion  code  and  employee  account  number;  leave  status  and  data  of 
all  types  (including  annual,  compensatory,  jury  duty,  maternity, 
militaiy',  retirement  disability,  sick,  transferred,  and  without  pay); 
time  and  attendance  records,  including  number  of  regular,  over¬ 
time,  holiday,  Sunday  and  other  hours  worked;  pay  period  number 
and  ending  dates;  cost  of  living  allowances;  mailing  address;  co¬ 
owner  and/or  beneficiary  of  bonds,  marital  status  and  number  of 
dependents;  and  ‘Notification  of  Personnel  Action.* 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  transmittal  of 
data  to  U.  S.  Treasury  to  ef?ect  issuance  of  paycheck  to  employees 
and  distribution  of  pay  according  to  employee  directions  for 
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savings  bonds,  allotments,  financial  institutions  and  other 
authorized  purposes.  Annual  reporting  of  W02  statements  to  Inter¬ 
nal  Revenue  S^ke  and  the  individual 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Manual,  machine-readable  and  magnetic  media. 

Retrievability:  Name  of  employee;  Social  Security  Number. 

Safeguards:  Physical,  technical,  and  administrative  security  is 
maintained  with  all  storage  equipment  and/or  rooms  locked  when 
not  in  use.  Admittance,  when  open,  is  restricted  to  authorized  per¬ 
sonnel  only.  All  payroll  personnel  and  computer  operators  and  pro¬ 
grammers  are  instructed  and  cautioned  on  the  confidentiality  of  the 
records. 

Retention  and  disposal:  Retained  on  site  until  after  GAO  audit, 
then  disposed  of,  or  transferred  to  Federal  Records  Storage  Cen¬ 
ters  in  accordance  with  fiscal  records  program  approval  by  GAO, 
as  appropriate,  or  General  Record  Schedules  of  CiSA. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development  ' 

451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  priKcdures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department's  rules  for  providing 
aceess  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  pntcedures:  The  Department's  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denuds,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Pary  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  appeals  of  initial  denials,  the  HUD  Departmental 
Privacy  Officer,  Office  of  Organization  and  Management  Informa¬ 
tion,  Department  of  Housing  and  Urban  Development,  451  Seventh 
Street,  S.W.,  Washington,  D.C.  20410. 

Record  .source  categories:  Subject  individuals,  supervisors, 
timekeepers,  official  personnel  records,  and  IRS. 

HUIVDKPT— 35 
System  name:  Personnel  Medical  Records 

System  location:  In  most  HUD  offices.  For  a  complete  list  of 
these  offices,  with  addresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  HUD  personnel 
and  individuals  writing  to  the  Department. 

Categories  of  records  in  the  system:  Pre-employment  medical 
records  and  individual  medical  records  of  HUD  employees  includ¬ 
ing  standard  medical  forms  completed  by  dtKtors  at  time  of  en¬ 
trance  of  duty. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Sec  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses;  to  federal  agen¬ 
cies — for  review  when  considering  hiring  and  upon  transfer  to 
another  agency. 

Policies  and  practices  for  storing,  retrieving,  acce.s.sing,  retaining, 
and  disposing  of  records  in  the  sy  tem: 

Storage:  In  lockable  file  cabinets. 

Retrievability:  By  name. 

Safeguards:  Records  kept  in  kK'ked  file  cabinet  with  access  by 
authorized  personnel  only. 

Retention  and  disposal:  Active,  kept  up-to-date,  partly  historical. 
Maintained  until  retirement,  resignation  or  transfer.  Forwarded  with 
official  personnel  folder  when  sent  out  for  dispvisition  according  to 
HUD  Handbook. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 


Notification  procedure:  For  inquiry  about  existence  of  reccMds, 
contact  the  Plivacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department's  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department's  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting; 
(i)  in  relation  to  appeals  of  initial  denials,  the  HUD  Departmental 
Privacy  OTficer,  Office  of  Organization  and  Management  Informa¬ 
tion,  Department  of  Housing  and  Urban  Development,  451  Seventh 
Street,  S.W.,  W'ashington,  D.C.  20410. 

Record  source  categories:  Primarily  from  subject  individual. 

HUD/DEPT— 36 

System  name:  Personnel  Timekeeping  System 

System  location:  All  Department  offices.  For  a  complete  listing  of 
offices,  with  addresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  HUD  employees. 

Categories  of  records  in  the  system:  All  timekeeping  records,  in¬ 
cluding  time  and  attendance  files,  individual  daily  time  reports, 
daily  time  sheets,  adjustments  to  time  and  attendance,  overtime 
(worksheets,  approvals  and  control  reports),  leave  applications  and 
reports,  other  leave  records  and  paid  prixluctive  hour  records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  u.sers  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses;  to  GAO — for 
audit;  to  Civil  Service  Commission — for  statistics;  to  other  Federal 
government  agencies — to  facilitate  employee  transfers;  and  to  State 
agencies — to  verify  workmen's  compensation  injury  claims. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  di.sposing  of  records  in  the  sytem: 

Storage:  Generally,  in  free  text  form  on  Standard  Forms.  Data 
are  maintained  in  Kx)ks,  looselcaf  binders,  or  file  folders. 

Retrievability:  Always  retrievable  by  name  and  often  by  Sixrial 
Security  number.  Occasionally  retrievable  by  chronological  or  or¬ 
ganizational  order,  or  by  office  ct)dc. 

Safeguards:  Files  kept  in  liKkahlc  desks,  file  cabinets  and  safes. 

Retention  and  disposal:  Inactive  files  treated  according  to  the 
HUD  Records  DisfK>sition  Handbook. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
IX’partment  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa- 
titm  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  legations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department's  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department's  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in- 
dividuid  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting; 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  (Office  of  Organization  and  Management  In¬ 
formation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington  D.C.  20410. 

Record  source  categwies:  Primarily  subject  individuals  and  super¬ 
visors.  Occasionally  from  other  individuals,  HUD  or  previous  em¬ 
ployers,  or  other  Federal  government  agencies. 
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HUD/DfPT— 37r  "  , 

SystoB  ume:  Personnel  Travel  System  -  ^ 

SysleiB  lecation;  AB  DqMutment  oHkes  mamtaia  employee  tnwd 
records,  and  several  maintain  driver  peonit  applicatioa  reooeds..  For 
a  complete  lisUng  of  offices,  with  addresses,  see  Appendix  A. 
Categories  of  individiials  c^cted  by  the  system:  HUD  personnei  - 
Categories  of  records  in  the  system:  All  travel  records,  iarliidtng 
vouchers,  requests,  advances,  receipts  for  requests,  orders,  appli¬ 
cations  for  Feder^  vehicles,  driver  permits.  U.S.  Govenunent 
driver’s  licenses,  driver’s  [diysical  fitness  forms,  motor  pool 
records,  monthly  motor  vehicle  use  records  and  GSA  vdiicle  mile¬ 
age  reports. 

Routine  uses  of  records  nudntained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  to  Treasury — for 
payment  of  vouchers;  driver’s  license  information  transmitted  to 
Department  of  Transportation  for  verification  with  National  Driver 
Register;  vouchers  and  receipts  are  available  to  GAO  aitd  GSA  for 
audit  purposes  and  vouchers  are  verified  by  private  transporters. 


coiwling  Office,  IKS,, Federal  Tirade  Gomminion,  Securities  and 
Exsfaaage  Coomussion,  U.3.  Fostel  Services.  Department  of  Trans- 
^  postation.  Department  of  Labor  and  various  state  agencies  for  pur- 
,  poses  of  ittvestigatioas.  To  financial  mstitutionB  for  refcreiKc  in  as¬ 
signment  of  accounts  receivaMa  and  contract  rights.  To  local  bud- 
dcra  and  contraotors— for  determination  of  cotnpliarKe  with  local 
tmildiat  ocgles. 

•  1>» Metes  and  practices  lor  storing,  retrieving,  accessing,  rctaini^, 
'  and  difipmiiig  of  rccarilB  in  tlk  sytem: 

Storage:  Free  text;  standard  forms;  file  folders;  binders;  cards; 
books  ledgers. 

Retricvability:  Name;  case  file  number;  project  number;  organiza¬ 
tional  code. 

Safeguards:  Files  are  maintained  in  file  cabinets,  desks,  safe  and 
on  file  shelves.  Access  is  generaUy  limited  to  authorized  persons 
with  keys  within  security  bounds. 

Retention  and  dispasal:  Most  files  are  active  and  kept  up-to-date; 
partly  current  and  partly  historical;  files  are  disposed  of  in  ac¬ 
cordance  with  HUD  Handbook. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispcKing  of  records  in  the  sytem: 

Storage:  Files  generally  stored  on  standard  Government  forms  in 
individual  file  folders  or  binders. 

Retricvability:  Almost  always  retrievable  by  name,  occasionally 
by  Social  Security  number,  and  rarely  by  numerical  or  chronologi¬ 
cal  sequence  or  by  organization  or  vehicle. 

Safeguards:  Kept  in  lockable  desks  or  file  cabinets. 

Retention  and  disposal:  Records  are  active  and  kept  up-to-date. 
Files  purged  in  accordance  w-th  HUD  Handbook. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street.  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department's  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  prwedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer.  Office  of  f)rgunization  and  Management  In¬ 
formation,  Department  of  Housing  and  Urban  Devekipment,  451 
Seventh  Street,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Subject  individual  and  supervisors. 

HIID/DEPT— 3« 

System  name:  Pre-Construction  Plans,  Bids  and  Contracts 

System  location:  Many  regional,  area,  insuring  and  service  of¬ 
fices,  as  well  as  the  Central  Office,  maintain  files  of  this  type.  For 
a  complete  listing  of  these  offices,  with  addresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Bidders;  contract¬ 
ing  builders;  developers,  service  agents  and  management  dealers; 
local  housing  authorities;  appraisers;  project  applicants  and 
recipients. 

Categories  of  records  in  the  system:  Building  permits;  per-con- 
struction  analysis  files;  precautionary  files;  bid  tabulation  controls; 
rotation  schedules  and  reviews;  rebid  invitations;  procurement 
bidding;  contract  files;  fee  schedules;  manufactured  housing 
records;  interstate  land  sales;  compliance  and  exemption  records; 
sewage  data  and  street  improvements. 

Routine  uses  of  records  maintained  in  the  system,  including  catego- 
rfas  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  to  General  Ac- 


System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  ftivacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  r^uired,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting'  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by" contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  (Hrice  of  Organization  and  Management  In¬ 
formation.  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.  W.,  Washington,  D.C.  20410. 

Record  source  categories:  Bidders;  appraisers;  contractors;  inspec¬ 
tors;  financial  institutions;  government  agencies;  law  enforcement 
officials;  architectural  and  engineering  professional  organizations; 
project  sponsors;  developers;  dealers  and  brokers;  individuals  deal¬ 
ing  with  HUD. 

HID/DEPT— 39 
System  name:  Project  Files 

System  location:  Central  Office,  regional,  area  and  some  insuring 
offices.  For  a  complete  listing  of  these  offices  with  addresses,  see 
Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Mortgagors; 
mortgagees;  project  applicants;  builders;  contractors;  project  spon¬ 
sors;  project  and  individual  applicants  that  are  living  in  the  project; 
bidders  wanting  to  bid  on  the  project  when  it  goes  on  the  market; 
bidders  for  repairs. 

Categories  of  records  in  the  system:  Files  contain  all  papers  per¬ 
taining  to  each  project  funded  under  the  various  assistance  pro¬ 
grams  of  the  Department.  Includes  names  of  builders;  mortgagors; 
mortgagees;  sponsors;  credit  and  financial  statements;  previous  par¬ 
ticipation  forms;  entire  project  processing  information;  contracts; 
resolutions;  cooperation  agreements;  attorneys’  opinions  executed 
in  connection  with  pubUc  housing  projects;  correspondence  relating 
to  preparation,  review  and  interpretation  of  such  documents;  ad¬ 
dresses;  telephone  numbers;  StKial  Security  numbers;  financial 
statements;  partnership  agreements;  construction  contracts;  options 
of  project  participants;  closing  documents;  miscellaneous  cor¬ 
respondence  between  the  parties  concerned;  data  concerning  the 
composition  of  the  governing  bodies  of  project  applicants. 

Roufine  uses  of  records  maintained  fan  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para- 
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graphs  in  prefatory  statement.  Other  routine  uses:  to  GAO  and 
IRS — audits  and  investigation;  to  legal  services  attorneys — for  anal¬ 
ysis  of  project  contracts  and  budgets;  to  HEW — multi-family  pro¬ 
ject  processing  through  Cost  Center;  to  HEW,  Department  of 
Labor  and  Commodity  Services  Administration  for  coordination  of 
integrated  grant  administration;  to  Department  of  Labor — to  answer 
requests  for  wage  determinations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders;  partial  computer  storage. 

Retrievability:  Name;  case  file,  number;  locaUty;  name  of  HUD 
program;  name  of  local  housing  authority;  project  name. 

Safeguards:  Files  maintained  in  lockable  metal  file  cabinets  with 
access  limited  to  authorized  personnel.  Partial  storage  in  computer 
with  code  and  passwords  for  security. 

Retention  and  disposal:  Information  removed  from  system  when 
unneeded;  disposal  in  accordance  with  HUD  Handbook. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.  C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional,  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  Ust  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  OfEce  of  Organization  and  Management  In¬ 
formation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington,  D.  C.  20410. 

Record  source  categories:  Subject  individuals;  other  individuals; 
current  or  previous  employers;  credit  bureaus;  financial  institu¬ 
tions;  corporations  and  firms;  federal  government  agencies;  project 
applicants;  architects;  attorneys;  local  housing  authorities;  local 
governments;  surety  companies;  title  insurance  companies. 

HUD/I>EPT— 40 

System  name:  Property  Inspection  Reports  System 

System  location:  Many  regional,  area,  insuring  and  service  of¬ 
fices,  as  well  as  the  Central  Office,  maintain  files  of  this  type.  For 
a  complete  listing  of  these  offices,  with  addresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  HUD  inspectors; 
architects  under  single-family  programs;  construction  analysts;  sin¬ 
gle-family  mortgagors;  single-family  mortgagors  writing  complaints. 

Categories  of  records  in  the  system:  Record  and  evaluation  of  field 
inspectors’  performance;  requests  for  inspections;  assignment 
schedules;  builders’  workmanship  adjustment  records;  training 
schedules;  latent  defect  inspections;  individual  complaints. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  .such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  to 
mortgagee — for  information  on  eligibility  of  property  for  FHA  in¬ 
surance;  to  auditors,  architects,  contractors  and  project  spon¬ 
sors — for  information  on  inspections  and  necessary  follow-up  ac¬ 
tions;  to  FNMA  and  GNMA — correspondence  relating  to  inspec¬ 
tion. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage;  File  folders. 

Retrievability:  Name  of  inspector;  case  file  number;  project 
number;  program  type;  subdivision  number;  ASP  number. 

Safeguards:  Lockable  file  cabinets;  locked  desks.  Only  authorized 
persons  have  access.  Buildings  secured  after  hours. 


Retention  and  disposal:  Some  files  sent  to  Records  Center  after 
one  year;  some  destroyed  when  outdated  or  when  case  closed; 
some  destroyed  in  accordance  with  HUD  Handbook. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  l4ivacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  locations  is 
given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  (Xhee  of  Organization  and  Management  In¬ 
formation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Financial  institutions;  FHA  architect  su¬ 
pervisors;  HUD  inspectors. 

HUD/DEPT— 41 

System  name:  Public  Affairs  Directory 

System  location:  Central  Office 

Categories  of  individuals  covered  by  the  system:  State  governors; 
city  mayors. 

Categories  of  records  in  the  system:  Names  and  addresses  of  in¬ 
dividuals  as  well  as  news  media  organizations,  trade  and  business- 
journals,  service  organizations  and  other  special  interest  groups. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape/disc/drum. 

Retrievability:  Name.  Master  directory  and  mailing  labels. 

Safeguards:  Computer  Facilities  are  secured  and  accessible  only 
by  authorized  personnel,  and  all  files  are  stored  in  a  secured  area. 

^  Technical  restraints  are  employed  with  regard  to  accessing  the  com¬ 
puter  and  data  files. 

Retention  and  disposal:  Records  system  is  active  and  kept  up-to- 
date. 

System  managers)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.  C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appeal^  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  (TFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen- 
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dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  (Xhce  of  Organization  and  Management  In¬ 
formation,  Department  of  Housing  and  Urban  Development  451 
Seventh  Street,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Data  transcription  sheets. 

HUD/DEPT— 42 

System  name:  Public  Housing  Rent  Subsidy  Programs 

System  location:  Many  regional,  area,  insuring  and  service  offices 
as  well  as  the  Central  Office,  maintain  files  of  this  type.  For  a 
complete  listing  of  these  office,  with  addresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  lx)w-rent  housing 
applicants  and  recipients;  HUD  personnel;  local  housing  authori¬ 
ties;  mortgagors;  mortgagees  and  financial  institutions;  realty 
brokers,  construction  contractors  and  builders;  area  managers;  local 
service  contractors. 

Categories  of  records  in  the  system:  Section  236  Applications  and 
Recertifications;  rent  supplement  applications/vouchers/schedules; 
monthly  reports  of  excess  coUections;  subsidized  tenant  move-out 
records;  requests  for  reservations;  and  permission-to-occupy  certifi¬ 
cations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  to  General  Ac¬ 
counting  Office — for  purposes  of  audit;  to  IRS — for  investigation; 
to  local  and  state  housing  authorities — for  reference  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Free  text;  standard  forms;  computer  print-outs;  file  fol¬ 
ders. 

Retrievability:  Name;  case  file  number  according  to  project;  or¬ 
ganizational  program;  building  number. 

Safeguards:  Limited  access;  locked  file  cabinets;  security  checks; 
and  limited  authorization. 

Retention  and  disposal:  Files  are  active  and  kept  up-to-date; 
partly  current  and  partly  historical.  Files  are  either  sent  to  GSA 
Federal  Records  Center  for  storage  or  disposed  in  accordance  with 
HUD  Handbook. 

System  managerts)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Pricacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  needed,  it  may  be  obtained  by  contacting:  (i)  in 
relation  to  contesting  contents  of  records,  the  ^vacy  Officer  at 
the  appropriate  location.  A  list  of  all  kK:ations  is  given  in  Appendix 
A.  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Departmen¬ 
tal  Privacy  Officer,  Office  of  Organization  and  Management  Infor¬ 
mation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington,  D.C.  20410 

Record  source  categories:  Subject  individual;  other  individuals; 
current  or  previous  employers;  credit  bureaus;  financial  institu¬ 
tions;  other  corporations  or  firms;  federal  government  agencies; 
non-federal  government  agencies;  project  and  project  managers. 

HUD/DEPT— 43 
System  name:  Real  Estate  Files 

System  location:  Many  regional  area,  insuring  and  service  offices, 
as  well  as  the  Central  Office,  maintain  files  of  this  type.  For  a 
complete  listing  of  these  offices,  with  addresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Management 
brokers  appointed  to  manage  HUEVacquired  property;  management 


agents  for  single-family  and  multi-family  projects;  real  estate 
brokers  who  are  area  managers  for  HUD-acquired  properties;  real 
estate  brokers  selling  repossessed  homes  for  FHA;  real  estate 
brokers  seUing  HUD  properties;  real  estate  brokers  invtrived  in 
management  of  HUD-owned  single-family  and  multi-family  pro¬ 
jects;  brokers  who  have  signed  non-discrimination  statements;  buil¬ 
ders  and  contractors  under  property  disposition  programs;  bidders 
on  property;  purchasers  of  HUD  homes  with  structural  defects; 
potenti^  buyers. 

Categories  of  records  in  the  system:  HUD  single-family  property 
disposition;  real  estate  activity  in  urban  renewal  projects  and  public 
housing;  management  of  acquired,  insured  projects;  performance 
under  terms  of  contract;  contractors*  qualifications  and  prior  ex¬ 
perience;  development  proceeds;  local  authority  budgets; 
authorized  proclaimers;  cr^t;  profit  and  loss;  financial  transac¬ 
tions;  repairs  to  property  in  inventory;  property  acquisition  and 
disposition;  exhibits  submitted  by  developers;  information  on 
purchasers  of  HUD  homes  with  structural  defects;  information  on 
development  of  new  subdivisions;  market  needs  and  available  max¬ 
imum  market  rent  and  environment  assessment;  complaints  against 
real  estate  brokers. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses;  to  IRS — for  au¬ 
diting  income  tax  returns;  to  insurance  companies — to  file  claims 
for  amounts  due;  to  mortgagees — to  review  the  credit  of  prospec¬ 
tive  purchasers;  to  local  public  authorities — to  check  on  acquisition, 
re-use  and  prices  of  real  estate. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Free  text;  Standard  Form  9556;  card  file;  file  folders; 
ii^ders. 

Retrievability:  Name;  Social  Security  number;  personal  charac¬ 
teristics;  case  file  number;  contract  number;  geographic  area; 
identification  number. 

Safeguards:  Desk;  lockable  file  cabinet;  safe;  central  file. 

Retention  and  disposal:  Obsolete  records  are  destroyed  or  sent  to 
storage  facility. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  proc^ures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  appeals  of  initial  denials,  the  HUD  Departmental 
Privacy  Officer,  Office  of  Organization  and  Management  Informa¬ 
tion,  Department  of  Housing  and  Urban  Development,  451  Seventh 
Street,  S.W.,  Washington,  D.C.  20410.  * 

Record  source  categories:  Subject  individuals;  other  individuals; 
current  or  previous  employers;  credit  bureaus;  financial  institu¬ 
tions;  other  corporations  or  firms;  federal  government  agencies; 
non-federal  (including  foreign,  state  and  local)  govenunent  agen¬ 
cies. 

HUD/DEPT— 44 

System  name:  Relocation  Assistance 

System  location:  Many  regional,  area,  insuring  and  service  of¬ 
fices,  as  well  as  the  Central  Office,  maintain  files  of  this  type.  For 
a  complete  listing  of  these  offices,  with  addresses,  see  Appendix  A. 

Categories  of  Individuals  covered  by  the  system:  Displaced  per¬ 
sons;  relocation  claimants  and  applicants;  builders,  developers, 
contractors  and  appraisers  under  relocation  programs. 
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Ca(c(;orici>  ul  iccords  in  the  system:  Names  of  relocation  clai¬ 
mants;  personal  and  family  financial  data;  relocation  needs  and 
problems;  claims;  documentation  and  evaluation  of  claims;  recom¬ 
mendations;  inquiries  and  grievances;  responses  to  grievances;  au¬ 
dits. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  u.sers  and  the  purposes  of  .such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  to  GAO — for 
audit  purposes;  to  the  Department  of  Justice — for  investigation  and 
prosecution;  to  local  public  agencies — fur  processing,  training  and 
monitoring  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  file  folders. 

Ketrievability:  By  name  and  case  file  number  of  subject  in¬ 
dividual. 

Safeguards:  Stored  in  lockable  file  cabinets;  access  limited  to 
authorized  personnel. 

Retention  and  disposal:  Files  are  partly  active  and  partly  histori¬ 
cal;  disposal  is  in  accordance  with  HUD  Handbook. 

System  mnnager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional,  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  prtKedurcs:  T'he  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contc.stlng  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  Office  of  Organization  and  Management  In¬ 
formation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W>,  Washington,  D.C.  2(MI0. 

Record  source  categories:  Subject  and  other  individuals;  current 
and  previous  employers;  credit  bureaus  and  financial  institutions; 
firms;  federal  and  non-federal  agencies;  law  enforcement  agencies. 

IIU1)/I)1;F1— 45 

Sy.stem  name:  Repair  and  Maintenance  Contractors 

System  location:  Many  regional,  area,  insuring  and  service  of¬ 
fices,  as  well  as  the  Central  Office,  maintain  files  of  this  type.  For 
a  complete  listing  of  these  offices,  with  addresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  sy.stem:  Repair  <ind  main¬ 
tenance  contractors;  me^rtgagors  whose  property  is  repaired  or 
maintained. 

Categories  of  records  In  the  system:  Names  of  contractors; 
records  of  repair  and  maintenance  contracts;  successful  bidders; 
amounts  of  bids;  contract  price;  completion  dates;  descriptions  of 
property;  certifications  of  repairs  completed*  letters  to  proceed; 
mortgagor  personal  data;  mortgage  notes;  requests  for  repair;  credit 
reports;  purchase  order  records;  related  correspondence. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  to  IRS — for 
verification  of  payments  and  investigation;  mortgagees — for 
mortgage  servicing  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  file  folders. 

Retrievability:  By  name  and  case  file  number  of  subject  in¬ 
dividual. 

Safeguards:  Records  stored  in  lockable  file  cabinets. 


Ivctenlion  i'nd  disposal:  Records  :irc  partly  current  and  partly 
histoiical;  disposal  is  in  accordance  with  FIUD  Handbook 
procedures. 

System  maivigerls)  aird  address: 

Director 

Office  of  Oiganiz-atit)n  and  Management  Information 

IX:partment  of  Housing  and  Urban  Development 
^  451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  conUict  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  jdl  locations  is  given  in  Appendix  A. 

Record  acce.ss  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  in?ormation  or  assistance  is  required,  contact 
the  I^rivacy  Officer  at  the  appropriate  location.  A  list  of  locations  is 
given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in- 
dividuid  concerned,  appear  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  needed,  it  may  be  obtained  by  contacting:  (i)  in 
relation  to  contesting  contents  of  records,  the  ^vacy  Officer  at 
the  appropriate  location.  A  list  of  all  locations  is  given  in  Appendix 
A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Departmen¬ 
tal  Privacy  Officer,  Office  of  Organization  and  Management  Infor¬ 
mation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Subject  and  other  individuals;  current 
and  previous  employers;  credit  bureaus;  financial  institutions; 
firms;  federal  and  non-federal  agencies. 

HUD/DEPT— 46 

System  name:  Single  Family  Case  Files 

System  location:  Many  regional,  area,  insuring  and  service  of¬ 
fices,  as  well  as  the  Central  Office,  maintain  files  of  this  type.  For 
a  complete  listing  of  these  offices,  with  addresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Mortgagors, 
mortgagees,  builders,  developers,  contractors  and  real  estate  firms 
in  connection  with  single  family  housing  programs  of  the  depart¬ 
ment. 

Categories  of  records  in  the  system:  Files  contain  standard  records 
used  for  day-to-day  maintenance  of  single-family  mortgage  ac¬ 
counts,  including  daily  case  control,  mortgage  servicing,  payment 
records,  loan  recommendations,  information  concerning  borrowers’ 
inability  to  make  payments,  cancellations  and  monies  returned. 
Also,  requests  for  refinancing,  income  and  employment  information 
used  in  determination  of  applicant  eligibility,  insurance  documents, 
sales  agreements,  conditional  and  firm  commitments,  owner 
requests  for  appraisals,  property  descriptions,  correspondence  and 
complaints. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  of  prefatory  statement.  Other  routine  uses:  to  Welfare  agen¬ 
cies — for  fraud  investigation,  to  VA — for  coordination  with  HUD  in 
processing  construction  complaints.  Congressional  delega¬ 
tion — providing  information  concerning  status  of  complaints.  Com¬ 
plainants  and  attorneys  representing  them — review  of  complainant 
hic  for  status  and  information.  Builders  and  attorneys  representing 
them — review  of  complainant  file  for  status  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  records  in  the  sytem: 

Storage:  In  ?ile  folders  and  computerized  tape,  disc  and  drum. 

Retrievability:  Filed  by  n:une  of  individual  and  case  file  number. 

Safeguards:  Records  maintained  in  locked  and  lockable  file 
cabinets  with  access  limited  to  authorized  personnel. 

Retention  and  disposal:  Records  are  primarily  active  with  some 
historical  data.  Inactive  files  arc  normally  disposed  after  a  two-year 
period. 

System  manuger(s)  and  addre.ss: 

Director 

Office  of  Organiz.ation  and  Management  Information 

Department  of  Housing  and  Urban  Development 

451  5>eventh  Street.  S.W. 

Washington,  D.C.  20410 
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NotificatfaHi  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  i^>pendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  locations  is 
given  in  Appendix  A. 

CoutesUug  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appeal^  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  needed,  it  may  be  obtained  by  contacting;  (i)  in 
relation  to  contesting  contents  of  records,  the  Privacy  Officer  at 
the  appropriate  location.  A  list  of  all  locations  is  given  in  Appendix 
A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Departmen¬ 
tal  Privacy  Officer,  Office  of  Organization  and  Management  Infor¬ 
mation,  Department  of  Housing  and  Urban  Development,  4SI 
Seventh  Street,  S.W.,  Washington,  D.C.  204K). 

Record  source  categories:  Subject  individuals,  current  or  previous 
employers,  credit  bureaus  and  financial  institutions,  corporations 
and  firms  and  federal  government  agencies. 

HUD/DEPT— 47 

System  name:  Spanish-Speaking  Program 

System  location:  Central  Office 

Categories  of  individuals  covered  by  the  system:  Spanish- speaking 
applicants  for  employment;  -  Spanish-speaking  E^ual  Opportunity 
complainants;  Spanish-speaking  firms  and  groups. 

Categories  of  records  in  the  system:  Equal  Opportunity  grievarKes 
by  Hispanics;  capability  statements  of  Hispanic  firms  and  groups 
for  contracting  and  grants;  Hispanics  seeking  employment. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders 

Retrievabllity:  Name;  personal  characteristics. 

Safeguards:  Files  are  maintained  in  locked  and  lockable  file 
cabinets  and  desks  with  access  limited  to  authorized  personnel. 

Retention  and  disposal:  Files  are  partly  current  and  partly  histori¬ 
cal  with  no  special  disposal  techniques. 

System  maaager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street.  S.W. 

Washington,  D.C.  204K) 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  aceem  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  aO  loca¬ 
tions  is  given  in  Appendix  A. 

Coutestiug  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  I^ut  16.  If  additional  informa¬ 
tion  or  assistance  is  needed,  it  nuiy  be  obtained  by  contacting:  (i)  in 
relation  to  contesting  contents  of  records,  the  Mvacy  Officer  at 
the  appropriate  location.  A  list  of  all  locations  is  given  in  Appendix 
A.  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Departmen¬ 
tal  Privacy  Officer,  Office  of  Organization  and  Management,  De¬ 
partment  of  Housiitg  and  Urban  Development,  4SI  Seventh  Street, 
S.W.,  Washington.  D.C.  20410. 

Record  source  categories:  Subject  individuals;  other  individuals; 
corporations  or  firms;  federal  government  agencies;  non-federal 
government  ageiKies. 

HUD/DEPT— 48 
Symem  name:  Subdivision  Files 


System  locatiou:  Almost  all  HUD  area  aiKl  insuring  offices  main¬ 
tain  files  of  this  type.  For  a  conqrlete  listing  of  these  (rffkes,  with 
addresses,  see  Appendix  A. 

Categories  of  bidividuab  covered  by  the  system:  Sponsors, 
developers  and  builders  of  subdivisions;  planners,  engineers,  and 
architects;  mortagees  for  single-family  housing;  builders  of  single¬ 
family  and  multi-family  housing;  real  estate  contractors  involved  in 
subdivision  processing;  developers  involved  in  HPMC  subdivision 
activity;  mortagees,  builders,  devdopers,  real  estate  firms,  contrac¬ 
tors  and  other  individuals  who  are  involved  in  establishing  ap¬ 
proved  subdivisions;  develc^sers  of  single-family  tracts  and  planned 
unit  developments  and  condominiums  using  short-cut  inocessing. 

Categories  of  records  in  the  system:  Contracts  and  notes  involving 
land  and  lot  purchases  by  builders  and  developers;  financial  state¬ 
ments  on  sponsors;  subdivision  proposals;  status  of  processing  of 
subdivision  proposals;  land  ownershq);  information  on  new  appli¬ 
cants;  analysis  and  approval  of  new  subdivisions;  HUD-FHA  spe¬ 
cialist  reports  from  state  and  area  clearing  houses;  memos  from  ap¬ 
praisers  about  conditions  of  subdivisions;  engineering  documents; 
recorded  plat  covenants;  grading  and  drainage  elevations;  subdivi¬ 
sion  feasibility  analysis;  plaiuied  unit  development;  subdivision  im¬ 
provements;  multi-family  {xojects;  developer’s  subdivision  plans; 
trade  styles  under  which  sponsors’s  organization  has  operated;  bid 
condition  approvals;  proposed  selling  prices;  zon^  regulations; 
flood,  mud,  water  arid  sewer  hazards;  plans  and  exhimts  of  subdivi¬ 
sions. 

Routine  uses  of  records  maiatained  hi  the  system,  iaciuding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  pre?atory  statement  Other  routine  uses;  to  Veterans  Ad¬ 
ministration — for  use  in  determining  acceptance  under  VA  pro¬ 
grams  and  for  appraisals;  to  Farmers  Home  Administration — for 
use  in  determining  acceptance  uitder  FHA  programs  and  for  ap¬ 
praisals;  Soil  Conservation  Service — to  Members  of  Congress — for 
answering  inquiries  and  responding  to  complaints;  mortagees — for 
determining  application  acceptability  before  submission;  to 
developers,  builders,  mortagees,  real  estate  firms,  contractors  and 
other  individuals — for  assisting  sponsors  in  land  planning  and 
getting  information  on  the  status  of  processing  of  specific  subdivi¬ 
sion  proposals;  to  state  agencies — for  review;  to  municipalities — for 
review;  to  developers,  builders,  mortgagees,  real  estate  firms,  con¬ 
tractors  and  other  individuak — for  assisting  sponsors  in  land 
planning  and  getting  information  on  the  status  of  processing  of 
specific  subdivision  proposals;  to  state  agencies — for  review;  to 
municipahties — for  review;  to  developers,  builders,  mortgage  com¬ 
panies  and  banks — for  making  financing  decisions;  to  the  U.S. 
Army  Corps  of  Engineers — to  make  flood  plain  determinations;  to 
regional  plimners — for  studies. 

PoHdes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispusiHg  ci  reoords  hi  the  sytem: 

Storage:  Standard  forms;  file  binders;  card  files. 

Retrievability:  Name;  case  file  number;  subdivision  name;  ASP 
number  or  SPO  numbers;  city  name. 

Safeguards:  Records  arc  stored  in  desks;  card  files  and  lockable 
file  cabinets.  Access  restricted  to  authorized  personnel. 

Retention  and  dispoaal:  Obsolete  files  are  destroyed  ot  shipped  to 
the  Federal  Records  Center  for  storage. 

System  maaageris)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  l4ivacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  r^uired,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  UM  of  aO  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Coatestlng  record  procedures:  The  Deparbnent’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  ftrt  16.  If  addttioiud  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contactir^; 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
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at  the  appropriate  location.  A  bat  of  aO  locations  is  given  in  Appen¬ 
dix  A;  (u)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer.  Office  of  Organization  and  Management. 
Department  of  Housing  and  Urban  Development.  4S1  Seventh 
Street,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  subject  individual;  other  indivkhiab; 
financial  institutions;  other  corporations  or  firms;  federal  agencies; 
non-federal  (including  foreign,  state  and  local)  government  agen¬ 
cies;  standard  forms. 

HUD/DEPT— GIUD/DEPT— 49 
System  name:  Wage  Complaints  and  Compliance 

System  locatloa:  Most  HUD  area  and  insuring  offices  maintain 
files  of  this  type.  For  a  complete  bating  of  these  offices,  with  ad¬ 
dresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Construction  aird 
maintenance  employees  of  builders  and  contractors  working  on 
HUD-assisted  projects. 

Categories  of  records  tar  the  system:  Wage  and  friirge  benefits 
complaints  by  employees  and  unions;  Pre-construction  conferences; 
records  on  labor  standards  and  related  acts  on  federally-assisted 
projects;  wage  surveys  and  payrolls  submitted  by  prime  and  sub¬ 
contractors;  wage  violation  data  and  Department  of  Labor  wage 
determinations  on  site  interviews;  compliaince  reports,  enforcement 
reports;  certification  records. 

Routine  uses  of  recorcb  umintained  in  the  system,  iacluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  to  Department  of 
Labor — for  investigation  and  data  compilation;  to  IRS  and  state 
commissions — for  investigation;  to  unions,  contractors  and 
mortgage  companies — for  information  and  compliance;  to  attor¬ 
neys — for  litigation. 

Policies  and  pmcUces  for  storing,  retrieving,  nccessiag,  retainiug, 
and  disposing  of  records  in  the  sytera: 

Storage:  File  folders. 

RetrievabiliK:  Case  file  number  (project,  mortgage,  grant,  etc.); 
name;  Social  Security  number;  individu^’s  address;  ein^yer. 

Safeguards:  Prinuuily  in  lockable  metal  file  cabinets;  some  in 
safes. 

Retention  and  dispasal:  Disposition  in  accordance  with  HUD 
Handbook. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington.  D.C.  20410 

NotWeation  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location.  A  Ust  of  all 
locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  coiKemed  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  aU  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appeafog  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  needed,  it  may  he  obtained  by  contacting:  (i)  in 
relation  to  contesting  contents  records,  the  Mvacy  Officer  at 
the  appropriate  location.  A  list  of  aU  locations  is  given  in  Appendix 
A.  (n)  in  relation  to  appeals  of  initial  denials,  the  HUD  Departmen¬ 
tal  Privacy  Officer,  ^fke  of  Organization  and  Management,  De¬ 
partment  of  Housing  and  Urban  Development.  451  Seventh  Street, 
S.W.,  Washington.  D.C.  20410. 

Reesrd  source  categories:  Individual  employees  and  employers; 
federal  and  other  state  agencies;  Unions. 

HUD/M7T— 50 

System  name:  Freedom  of  Information  Act  Ffles 

System  location:  Headquarters,  Office  of  General  Counsel 

Categories  of  Individuals  covered  by  the  system:  General  public. 

Categories  of  records  hi  the  system:  Correspondence;  requesto  for 
docunoents;  requests  for  administrative  review;  copies  of  requested 
documents. 

Authority  for  nmlBtenancc  of  the  system:  To  the  general  public. 


Policies  and  practices  lor  storing,  retrieving,  aoccssfaig,  retainhig, 
and  rttsposiag  «(  records  in  the  sytem: 

Storage:  me  folders. 

Rctrievability:  Name. 

Salrguartlv  File  cabarets. 

Rctcntlan  and  db^rosal:  Files  are  active  and  kept  up-to-date; 
partly  current  and  pacHy  historical. 

System  nmnagcr(s)  and  addreaa: 

Assistant  General  Counsel  for  Finance  and  Administrative  Law 
Department  ot  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  thfe  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  PM  i&  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  ail  locations  is  given  in  Appendix  A. 

'  Record  acoem  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

CoiUi  lUliig  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  ot  records  and  appeal^  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistaitce  is  needed,  h  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeate  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  (Xfice  of  Organization  and  Management  In¬ 
formation.  Department  of  Housing  and  Urban  Development.  451 
Seventh  Street,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Subject  indivkluals. 

HCD/DEPT— 51 

System  name:  Standards  of  C^boduct  File 

System  localiou:  Headquarters.  Office  oi  General  Counsel. 

Categories  of  IndivIdHuls  covered  by  the  system:  HUD  employees. 

Categories  of  records  in  the  system:  Fiiumcial  statements;  state¬ 
ments  of  employment. 

Authority  for  raalnleaancc  of  the  system:  To  the  Department  o? 
Justice,  the  Federal  Bureau  ot  Investigation,  and  the  Internal 
Revenue  Service  for  purposes  of  investigation. 

PuHries  and  practices  lor  staring,  retrieving,  accessing,  retaining, 
and  diapodng  of  records  in  the  sytem: 

Storage:  File  folders  arid  standard  forms. 

RctrlevaMUty:  Name. 

Safeguards:  Locked  file  cabinets. 

Retention  and  (hsposal:  Rles  are  active  and  kept  up-to-date; 
partly  current  and  partly  historical. 

System  amnagerts)  and  address: 

Assistant  General  Counsel  for  FinarKe  and  Administrative  Law 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Noriflrnlion  procedure:  For  inquiry  about  existence  of  rec<»ds. 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Put  1&  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  aB  locations  is  given  in  Appendix  A. 

Record  aceem  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  mformation  or  assistance  is  required,  contact 
the  Privi^  Officer  at  the  appropriate  location.  A  Ust  of  aU  loca¬ 
tions  is  given  in  Appendix  A. 

CouSmtlng  record  procedurM:  The  DeparOnent’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  IM  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  at  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  Ust  of  aU  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  Office  of  Organization  a^  Management  In¬ 
formation,  Department  of  Housing  and  Urban  DeveloiNnent,  451 
Seventh  Sheet,  S.W.,  Washington,  D.C.  20410. 
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Record  source  categories:  Subject  individuals. 

HUD/FDAA— I 

System  name:  Federal  Disaster  Assistance  Administration  Files 

System  location:  Disaster  Field  Offices.  Contact  cognizant  re¬ 
gional  FDAA  offices  for  locations  of  field  offices.  Regional  FDAA 
offices  are  located  as  follows: 

Region  I 

Room  20030E  John  F.  Kennedy  Federal  Building 

Boston,  Massachusetts  02203 

Region  II 

26  Federal  Plaza 

New  York,  New  York  10007 

Region  III 

Curtis  Building  7th  Floor  6th  and  Walnut  Streets 
Philadelphia.  Pennsylvania  19106 
Region  IV 

Suite  750  1375  Peachtree  Street  NE 
Atlanta,  Georgia  30309 
Region  V 

300  South  Wacker  Drive  Room  520 
Chicago,  Illinois  60606 
Region  VI 

Federal  Building  Room  1 3C28  1 100  Commerce  Street 
Dallas,  Texas  75202 
Region  VII 

Federal  Office  Building  91 1  Walnut  Street  Room  407 
Kansas  City.  Missouri  64106 
Region  VIII 

Lincoln  Tower  Bldg.,  Room  1140,  1860  Lincoln 
Denver,  Colorado  80203 
Region  IX 

120  Montgomery  Street 

San  Francisco,  California  94104 

Region  X 

Arcade  Building,  Room  M016.  1319  Second  Avenue 
Seattle,  Washington  98101 

Categories  of  individuals  covered  by  the  system:  The  files  relate  to 
disaster  assistance  functions.  The  files  concern:  builders, 
developers,  real  estate  firms  and  other  vendors,  such  as:  mobile 
homes,  furniture  and  truck  rental,  utility  supplies  and  towing  con¬ 
tractors;  grant/project  applicants  for  aid  (individuals  and  organiza¬ 
tions);  equal  opportunity;  qualified  bidders  on  procurements;  HUD 
personnel  and  candidates  for  temporary  and  permanent  positions, 
some  of  which  are  on  response  cadre;  past,  present  and  inactive  te¬ 
nants;  candidates  for  permanent  or  temporary  housing  in  facilities 
such  as  mobile  homes,  or  who  withdrew  from  such  housing;  vic¬ 
tims  of  natural  disasters  (fire,  flood,  tornado)  and  their  case  files. 

Categories  of  records  in  the  system:  Personal  information  is  con¬ 
tained,  such  as  names,  addresses,  sex.  Social  Security  number, 
telephone  number,  wages,  job  location,  family  income,  insurance 
data  (relating  to  homes)  as  pertaining  to  some  applicants,  and  disap¬ 
proval  or  approval  of  applicants  for  aid  or  employment.  There  is 
general  correspondence  concerning  complaints,  plaudits,  reinstate¬ 
ment  in  jobs  or  housing,  requests  for  disbursement  of  payments 
and  inquiries  from  tenants  and  landlords  in  regard  to  aid.  Files  also 
include  general  administrative  and  fiscal  information,  including 
payroll,  payment  schedules  and  forms,  travel  vouchers,  time  and 
attendance  records,  applications,  termination  notices,  individual 
and  family  grant  programs^  damage  and  relocation  information, 
leases,  contracts,  disaster  cadre  registers,  listings  of  emergency 
repairs  given  as  a  result  of  specific  natural  disasters,  reasons  for  te¬ 
nant  eviction  or  denial  of  aid.  sales  information  on  homes  after  te¬ 
nant  purchase,  listings  of  debarred  contractors,  and  status  of 
dispositions  of  applicants  for  housing. 

Rootiac  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses:  to  the  FBI — for 
investigation  of  possible  Small  Business  Administration  loan  frauds; 
to  GAO — for  the  investigation  of  files  and  to  verify  family  com¬ 
position,  income  and  sources  of  housing  plans;  to  the  SmaO  Busi¬ 
ness  Administration — to  verify  household  composition  and  actual 
disaster  assistance;  forwarding  of  addresses;  information  concern¬ 
ing  contracts;  to  LtKal  Departments  of  ^blic  Assistance — for 
verification  of  occupancy  of  victims,  their  income  and  relocation; 
to  House  of  Representatives — specific  -tenant  information  is  given 
in  response  to  a  Congressional  inquiry;  to  Post  Office — in  regard  to 
location  of  individuals;  to  Departments  of  Motor  Vehicles  and  State 
Tax  Departments — to  find  serial  number  and  cost  of  mobile  homes 


and  vehicles;  to  Local  Housing  Authorities  and  departments  of 
community  affairs  (by  state)  and  the  C!ommittee  on  Economic  Op¬ 
portunity — to  determine  family  compositions,  income  and  sources 
of  income  and  housing  plans  concerning  relocation;  to  law  enforce¬ 
ment  a^ncies — for  relocation  information;  to  Local  Housing 
Authorities  and  local  township  police — concerning  the  fcMwarding 
of  addresses;  to  utility  cennpanies — in  regard  to  lease  dates  and  for¬ 
warding  addresses;  to  Defense  Department  Investigating  Ser-  - 
vice— concerning  mobile  home  occupancy  dates;  to  county  in¬ 
vestigating  services — to  verify  address  and  number  of  people  within 
households;  to  local  relief  government  agencies — information 
on  victims  and  housing;  property  ownership;  tax  rebates;  to  dis¬ 
aster  victims — in  regard  to  diraster  assistance  and  its  termination. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Some  files  are  in  free  text  form,  such  as  notes,  memos, 
ledger  cards,  printed  cards  and  3*  x  5*  cards,  as  well  as  daily  re¬ 
ports.  Other  files  are  on  Standard  Forms  Nos.  SF  171,  SF  52,  SF 
50,  491.1  or  various  certification  forms  relative  to  the  need  for 
assistance;  or  conqniter  print-outs  (some  of  which  concern  summa¬ 
ries  of  payments).  Other  forms  of  storage  are  file  folders  and  Dis¬ 
aster  Management  Information  Systems.  Any  computer  files  are 
controlled  and  reported  at  the  Central  Office  level. 

Retrievahili^:  Administrative  file  systems  are  filed  alphabetically 
and  geographically  by  name  and  then  by  case  Hie  number.  Direct 
Reimbursement  Number,  lease  number,  some  are  cross-referenced 
by  Social  Security  number,  application  number,  personal  charac¬ 
teristics  (e.g.,  age,  marital  status,  GS  level,  etc.);  subject  matter; 
designated  disaster  and  area;  functional  assignment  cards;  acces¬ 
sion  to  record  group  number.  Most  correspondence  written  in  free  - 
text  is  filed  by  title  of  office  and  office  designation.  Some  active 
fQes  are  within  the  program  subject  file  classification  method. 

Safeguards:  Records  exist  in  cardboard  boxes,  lockable  desks,  in 
notebt^s  in  bookcases, .  in  tape-disc  libraries,  in  lockable  file 
cabinets,  or  in  central  files  outside  local  offices.  Records  are  kept 
in  buildings  which  are  secured  after  work  hours,  and  most  offices 
are  locked  when  unattended.  Confidential  files  are  seen  only  by 
authorized  personnel  (in  Regional  Emergency  Offices).  Other  files 
are  seen  only  by  persoimel  authorized  to  enter  offices  (whose 
names  are  posted  on  lists)  and  who  are  overseen  by  Disaster 
Assistance  employees.  In  military  installations,  the  records  are 
maintained  in  Iwked  areas;  only  authorized  personnel  have  keys  to 
files  or  offices.  Computer  and  data  files  are  stored  in  computer 
facilities  which  are  secured  and  accessible  only  to  authorized  per- 
sormel;  all  files  are  stored  in  a  secured  area.  Technical  constramts 
are  employed  with  regard  to  access  and  the  methods  employed  in 
order  to  maintain  security  include  the  use  of  unique  account  codes; 
file  qualifiers;  file  names;  read/write  protection  keys;  site  identifi¬ 
cation  codes;  run  identification  codes;  and  password  codes. 

Retention  and  disposal:  Some  files  are  active  and  kept  up-to-date, 
but  usually  only  when  an  individual  is  receiving  assistance.  Other 
files  are  inactive  and  historical  only,  unless  a  follow-up  on  a  case  is 
needed  within  one  year  after  the  close-down  of  the  Disaster  Field 
Office.  Other  files  are  partly  current  and  partly  historical.  Some 
files  are  permanently  retained,  others  destroyed  by  shredding  ac¬ 
cording  to  ai^jropriate  schedules  concerning  disposal  authority. 
When  Disaster  Field  Offices  are  actively  functioning,  inactive  case 
files  are  placed  in  inactive  files.  When  Ehsaster  Field  Offices  are  in¬ 
active.  case  foes  are  stored  at  record  centers.  However,  when  a 
Disaster  Field  Office  has  been  audited  and  closed  out,  any  per¬ 
tinent  records  are  shipped  to  R^onal  Offices.  There  is  a  periodic 
review  of  some  files,  which  includes  the  removal  of  obsolete  infor¬ 
mation.  Once  a  tenant  is  terminated  or  has  vacated  a  temporary  re¬ 
sidence,  his  or  her  records  are  placed  in  a  ‘vacate  file.*  Some  files 
are  eventually  sent  to  the  archives  for  permanent  retention. 

System  maaager(>)  awl  address: 

Director 

Office  of  Organization  and  Management  Information 
DqMirtment  of  Housing  aiKl  Urban  Development 
451  Seventh  Street,  S.W. 

WashiiVKton,  D.C.  2(M10 

Nodficatkin  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  .  additional 
information  or  assistarKe  is  required,  contact  the  Privacy  Officer  at 
the  appropriate  location.  A  list  cd  all  locations  is  given  in  Appendix 
A. 

Record  access  prdbedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  C7R 
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Part  16.  If  addhiofial  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  aU  loca¬ 
tions  is  given  in  Appendix  A. 

Coalcstfaig  record  procedures:  The  Department's  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additiortal  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  CXfice  of  Organization  arid  Mnaagement  In¬ 
formation,  De'partment  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Social  service  aitd  other  state  and  city 
agencies;  subject  individuals;  current  or  previous  employers;  credit 
bureaus;  finaiKial  institutions;  corporations  or  firms;  Federal 
Government  agencies;  non-Federal  Government  agencies;  law  en¬ 
forcement  agencies;  Ehsaster  Field  Offices;  various  numbered  HUD 
forms;  uimumbered  survey  forms;  authorizations  and  statements. 

HUD/nA~l 

System  name:  Federal  Crime  Insurance 

System  locatioB:  Federal  Insurance  Administration,  U.S.  Depart¬ 
ment  of  Housing  and  Urban  Development,  451  Seventh  Street, 
S.W..  Washington,  D.C.  20410. 

Categories  of  individuals  covered  by  the  system:  Federal  crime  in¬ 
surance  policyholders. 

Categories  of  records  iu  the  system:  Names  of  policyholders;  ad¬ 
dresses  of  insured  premises;  type  of  premises;  class  of  business; 
annual  gross  receipts;  amounts  and  types  of  insurance  desired;  an¬ 
nual  premiums;  claims  information;  record  of  claim  payments; 
record  of  premium  payments;  payments  of  commissions  to  agents. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  (Xher  routine  uses:  to  Safety 
Management  Institute,  Insurance  Company  of  North  America,  and 
Aetna  Casualty  and  Surety  Company  for  billing,  verification  of 
coverage,  claims  adjusting  and  issuance  of  policies. 

Policies  and  practices  for  storing,  retrieving,  acccssiag,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  files  in  metal  cabinets,  tape/disc  library. 

Retrievability:  By  name  and  Social  Security  number  of  policyhol¬ 
ders. 

Safeguards:  Access  limited  to  authorized  personnel. 

Retention  and  disposal:  Information  partly  current  and  partly 
historical;  no  procedures  for  removal  of  obsolete  information. 

System  maaager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street.  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  ah  locatkms  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department's  rules  for  providing 
access  to  records  to  the  individual  coiKerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  u  given  in  Appendix  A. 

Cootesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additiorud  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  o7  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer.  Clffice  o?  Organization  and  Management 
Information.  Department  of  Housing  and  Urban  Development.  451 
Seventh  StrMt,  S.W..  Washington.  D.C.  20410. 

Record  source  categories:  Subject  individual;  police  reports  (for 
verification  o?  claims  data);  servicing  companies  (for  verification  of 
claims  data). 


HUD/nA— 2 

System  mune:  Flood  Insurtutce  Files 

SysSem  location:  Federal  Insurance  Administration.  Central  Office 

Categories  of  indhrMuals  covered  the  system:  Builders; 
developers;  real  estate  firms;  contractors;  appraisers;  corporations 
or  firms;  individuals  writing  to  the  Department;  individuals  in  the 
equal  opportunity  fOes;  HUD  persormel  residents  of  flood-prone 
areas. 

Categories  of  records  in  the  system:  Communities  violating  zoning 
laws;  resident  complaints  agginst  flood  rulings;  correspondence  on 
agency  fraud. 

Routine  uses  of  records  maintained  ha  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement. 

Policies  and  practices  for  storing,  retrieving,  acceating,  retahdng, 
and  disposiag  of  records  hi  the  sylem: 

Stan^:  Fde  folders. 

RetrievabiUty:  Name;  case  file  number;  subject;  date;  name  of 
city. 

Safegsiards:  Records  are  kept  in  lockable  cabinets.  Files  are  cur¬ 
rently  in  the  process  of  being  put  onto  microfilm. 

Retention  and  disnoaal:  Files  are  partly  current  and  partly  histori¬ 
cal;  purged  aiuiuaUy;  in  storage  for  one  year,  rorwarded  to 
archives  after  two  years. ' 

System  manageits)  and  address; 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street.  S.W. 

Washington.  D.  C-  20410 

Notification  procedure;  For  inquiry  about  existerKe  of  records, 
contact  the  l4ivacy  Officer  at  the  approfmate  location,  in  ac¬ 
cordance  with  proc^ures  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistaiKe  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locatimis  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  a|^>ear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  Ifot  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Coalesting  record  procedures:  The  Department’s  rules  for  contest- 
ir^  the  contents  of  records  and  appeal^  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additioii^  infor¬ 
mation  or  assistaiKe  is  needed,  it  may  be  obtained  by  contacting: 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  aQ  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart- 
mental  Privacy  Officer,  Office  of  Organization  and  Management  In¬ 
formation,  D^artment  of  Housing  and  Urban  Development.  451 
Seventh  Street,  S.W.,  Washington,  D.  C.  20410. 

Record  source  categories:  Subject  individuals;  firumcial  institu¬ 
tions;  other  individuals. 

HUD/HM— I 

System  uarae:  Housing  ManageiiKnt  Section  8  Management  Infor¬ 
mation 

System  location:  Central  Office 

Categories  of  faHHvIdnnls  covered  by  the  system:  Tenants  in  Sec¬ 
tion  8  Program 

Criegories  of  records  in  the  system:  Tenant  characteristics. 

Routine  uses  of  records  mshdaturii  hi  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement 

Policies  and  practices  Im  storing,  retrieving,  acceating,  retafating, 
and  dispining  of  records  in  the  sytem: 

Storage:  M^^netic  tape/disc/dium. 

Retrievability:  Name  of  tenant.  Inquiry  capability  by  HUD 
managenxnt.  Output  interface  .with  HPMC  Section  8  MIS 
(occupancy  char^teristics). 

Safeguards:  Computer  facilities  are  secured  and  accessible  only 
by  authorized  personiKl,  and  aO  files  are  stored  in  a  secured  area. 
Technical  restraints  ate  employed  with  regard  to  accessing  the  com¬ 
puter  and  data  files. 

Retention  and  dhposal:  Records  system  is  active  and  kept  up-to- 
date. 
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System  iaaiiager(g)  and  address: 

Director 

Office  of  Organization  and  Management  Information 

Department  of  Housing  and  Urban  Development 

451  Seventh  Street,  S.W. 

Washington,  D.  C.  20410 

Nodfkatioa  procedure:  For  inquiry  about  existence  of  records, 
contact  the  l4ivacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  16.  If  additional  informa¬ 
tion  or  assistance  is  r^uired,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  list  of  all  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required  ,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in'  Appendix  A.  HQ  The  Department’s  rules  for  con¬ 
testing  the  contents  of  records  and  appealing  initial  denials,  by  the 
individual  concerned,  appear  in  24  CFR  Part  16.  If  additional  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting; 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  hst  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  Office  of  Organization  and  Management  In¬ 
formation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington,  D.  C.  20410. 

Record  source  categories:  HUD  Master  Locality  File  System;  HM 
Section  8  Transactions. 

HUD/HPMC— I 

System  name:  Housing  Production  and  Mortgage  Credit  Monitoring 
System 

System  location:  Central  Office 

Categories  of  individuals  covered  by  the  system:  Single-family 
mortgagors. 

Categories  of  records  in  the  system:  Cross-indexes  (used  to  sup¬ 
port  studies  and  investigations). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape/disc/drum. 

RetrievabilUy:  Name;  case  file  number. 

Safeguards:  Computer  facilities  are  secured  and  accessible  only 
by  authorized  personnel,  and  all  files  are  stored  in  a  secured  area. 
Technical  restraints  are  employed  with  regard  to  accessing  the  com¬ 
puter  and  data  files. 

Retention  and  disposal:  Records  system  is  active  and  kept  up-to- 
date. 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh- Street,  S.W. 

Washington,  D.  C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  l4ivacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  Ps^  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  Ust  of  all  locations  is  given  in  Appeiulix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  list  of  all  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appealing  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  (TFR  Part  16.  If  additioii^  infor¬ 
mation  or  assistance  is  needed,  it  may  be  obtained  by  contacting; 
(i)  in  relation  to  contesting  contents  of  records,  the  Privacy  Officer 
at  the  appropriate  location.  A  list  of  all  locations  is  given  in  Appen¬ 
dix  A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Depart¬ 
mental  Privacy  Officer,  (MHce  of  Oi^ganization  and  Management  In¬ 
formation,  Department  of  Housing  and  Urban  Development,  451 
Seventh  Street,  S.W.,  Washington,  D.  C.  20410. 


Record  source  categories:  Subject  individuals;  current  or  previous 
emidoyers;  credit  bureaus;  financial  institutions;  corporations; 
firms;  federal  govermnent  agencies. 

HUD/ILSRO— I 

System  name:  Interstate  Land  Sales  Registration 

System  location:  Interstate  Land  Sales  Registration  Office,  Cen¬ 
tral  Office. 

Categories  of  indivkhuls  covered  by  the  system:  Developers  in  in¬ 
terstate  land  sales. 

Categories  of  records  in  the  system:  Information  about  the 
progress,  status  and  accuracy  of  disclosure  statements;  Statistical 
records;  budget  estimates. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Routine  Uses  para¬ 
graphs  in  prefatory  statement.  Other  routine  uses;  to  contrac¬ 
tor — for  keypunchiiig. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape/disc/drum. 

Retrievability:  Name  of  developer. 

Safeguards:  Computer  facilities  are  secured  and  accessible  only 
by  authorized  personnel,  and  all  files  are  stored  in  a  secured  area? 
Technical  restraints  are  employed  with  regard  to  accessing  the  com¬ 
puter  and  data  files. 

Retention  and  disposal:  Record  system  is  active  and  kept  up-to- 
date. 

System  manager(s)  and  address: 

System  manager(s)  and  address: 

Director 

Office  of  Organization  and  Management  Information 
Department  of  Housing  and  Urban  Development 
451  Seventh  Street,  S.W. 

Washington,  D.C.  20410 

Notification  procedure:  For  inquiry  about  existence  of  records, 
contact  the  Privacy  Officer  at  the  appropriate  location,  in  ac¬ 
cordance  with  procedures  in  24  CFR  P^  16.  If  additional  informa¬ 
tion  or  assistance  is  required,  contact  the  Privacy  Officer  at  the  ap¬ 
propriate  location.  A  Ust  of  aD  locations  is  given  in  Appendix  A. 

Record  access  procedures:  The  Department’s  rules  for  providing 
access  to  records  to  the  individual  concerned  appear  in  24  CFR 
Part  16.  If  additional  information  or  assistance  is  required,  contact 
the  Privacy  Officer  at  the  appropriate  location.  A  Ust  of  aU  loca¬ 
tions  is  given  in  Appendix  A. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  the  contents  of  records  and  appeal^  initial  denials,  by  the  in¬ 
dividual  concerned,  appear  in  24  CFR  Part  16.  If  additional  informa¬ 
tion  or  assistance  is  needed,  it  may  be  obtained  by  contacting:  (i)  in 
relation  to  contesting  contents  of  records,  the  Mvacy  Officer  at 
the  appropriate  location.  A  Ust  of  all  locatkms  is  given  in  Appendix 
A;  (ii)  in  relation  to  appeals  of  initial  denials,  the  HUD  Departmen¬ 
tal  Privacy  Officer,  Ckfice  of  Oiganization  and  Management  Infor¬ 
mation,  Apartment  of  Housing  and  Urban  Development,  451 
Seventh  Strwt,  S.W.,  Washington,  D.C.  20410. 

Record  source  categories:  Developers’  Data  Transcription  Sheets. 

HUD/ILSRO— 2 

System  name:  Interstate  Land  Sales  Registration  Investigations 

System  locathm:  Central  Office 

Categories  of  individuals  covered  by  the  system:  Litigants;  attor¬ 
neys;  developers;  realtors;  lot  purchasers;  loiders;  contractors;  ap¬ 
praisers;  govenunent  officials;  others  involved  in  relation  to  in¬ 
vestigations  under  the  Interstate  Land  Sales  Full  Disclosure  Act. 

Categories  of  records  in  the  system:  Files  developed  during  the 
course  of  an  investigation  to  determine  whether  or  not  criminal  or 
civil  judicial  proceedings  should  be  recottunended  against  an  in¬ 
dividual,  corporation,  or  other  entity  for  violations  of  the  Interstate 
Land  Sales  Full  Disclosure  Act.  Records  contain  evidence  in  the 
form  of  statements  from  lot  purchasers,  lenders,  govenunent  offi¬ 
cials,  «’  agents,  cofues  of  subdivision  plats,  contracts,  deeds,  and 
other  documents  and  photographs — aO  relevant  to  the  aOeged  viola¬ 
tions.  Includes  photographs  and  inspection  reports  from  the  field 
review  staff  or  the  investigation  pertaining  to  the  subdivision. 

Routhie  uses  of  reoonk  mahdafaied  far  the  system,  includfaig  catega- 
rtes  of  users  asul  the  purposes  of  such  uses:  See  Routine  Uses  para- 
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graphs  in  prefatory  statement.  Other  routine  uses;  to  the  U.S. 
Postal  Service  TIffi  Securities  and  Exchange  Commission,  .md  the 
Federal  Trade  Commission — for  investigations;  to  various  state  at¬ 
torneys  general  and  r^ulatc^  agencies— for  investigations  involv¬ 
ing  the  developer  or  subdivision. 

Pelktet  and  practkcs  for  staring,  retrieving,  arreming,  retaining, 
and  disposing  of  records  In  the  sytcns: 

Storage:  Free  text;  plaU  or  other  maps;  photographs. 

RctrievaMlity:  By  name  of  alleged  violators  or  subdivision. 

Safeguards:  Files  located  in  room  used  by  investigating  personnel. 
In  thw  absence,  room  is  locked  and  access  by  key  is  directed  to 
certain  designated  personnel. 

Rctcntkia  and  disposal:  Files  are  partly  current,  partly  historical. 

System  Bsanageits)  and  address: 


Director 

Office  of  Organization  and  Management  Infonnatioo 
Department  of  Housing  and  Uiban  Devetopmeot 
451  Seventh  Street,  S.W. 

Washitatton.  D  C.  20410 

Record  source  categories:  Lot  purchasers;  lenders;  federal  and 
non-federal  government  agencies;  subdivision  plats;  contracts; 
deeds;  photopaphs.  \ 

Systems  exempted  frosn  certain  provistaas  of  the  act:  Pursuant  to  5 
U.S.C.  SS2a(k)  and  k(5).  all  investigatoiy  material  in  the  record 
which  meets  tte  criteria  oi  these  sub-sections  is  exempted  from  the 
notice,  access,  and  contest  requirements  (under  5  U.S.C.  552a(cX3), 
(d).(eK4XG),(H),  and  (I)  and  (f))  of  the  agency  regt^tions  in  order 
for  the  Department's  legal  staff  to  perform  its  fuiKtions  property. 
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NATIONAL  LABOR  RELATIONS 
BOARD 

[29CFRPart  102] 

PROTECTION  OF  PRIVACY  OF  RECORDS 
CONCERNING  INDIVIDUALS 
Proposed  Rules 

Pursuant  to  its  authority  under  section 
6  of  the  National  Labor  Relations  Act,  as 
amended  (49  Stat.  452;  29  U.S.C.  156). 
and  in  accordance  with  the  requiremeiits 
of  section  (f)  of  the  Privacy  Act  of  1974, 
5  U.S.S.  552a(f),  the  National  Labor  Re¬ 
lations  Board  hereby  gives  notice  of  its 
intent  to  promulgate  rules  to  establish 
procedures  whereby  an  Individual  may 
(1)  be  informed  of  whether  a  system  of 
records  maintained  by  this  Agency  con¬ 
tains  a  rec'^rd  pertaining  to  that  individ¬ 
ual,  (2)  request  access  to  such  a  record, 
and  (3)  request  an  amendment  be  made 
to  such  a  record. 

1.  In  S  102.117,  paragraphs  (e)  through 
(k)  are  added  to  read  as  follows: 

•  •  •  •  • 

§  102.117  Board  materials  and  formal 
documents  available  for  public  in¬ 
spection  and  copying;  requests  for 
identifiable  recoils ;  files  and  records 
not  subject  to  inspection;  fees  for 
copying  and  production. 

(e)  An  individual  may  be  informed 
whether  a  system  of  records  maintained 
by  this  agency  contains  a  record  pertain¬ 
ing  to  such  individual.  An  inquiry  should 
be  made  in  writing  or  in  person  during 
normal  business  hours  to  the  official  of 
this  agency  designated  for  that  purpose 
and  at  the  address  set  forth  in  a  notice 
of  a  system  of  records  published  by  this 
agency,  or  in  a  Notice  of  Systems  of 
Oovemment-wlde  Personnel  Records 
published  by  the  Civil  Service  Commis¬ 
sion.  The  inquiry  should  contain  suf¬ 
ficient  information,  as  defined  in  the 
notice,  to  Identify  the  record.  Reasonable 
verification  of  identity  of  the  inquirer,  as 
described  in  paragraph  (i)  of  this  section, 
will  be  required  to  assure  that  informa¬ 
tion  is  disclosed  to  the  proper  person. 
The  agency  shall  acknowledge  the  in¬ 
quiry  in  writing  within  10  days  (exclud¬ 
ing  Saturdays,  Sundays,  and  legal  public 
holidays)  and,  wherever  practicable,  the 
acknowledgment  shall  supply  the  infor¬ 
mation  requested.  If,  for  good  cause 
shown,  the  agency  cannot  supply  the  in¬ 
formation  within  10  days,  the  Inquirer 
shall  within  that  time  period  be  notified 
in  writing  of  the  reasons  therefor  and 
when  it  is  anticipated  the  information 
will  be  supplied.  An  acknowledgment  will 
not  be  prodded  where  the  information  is 
supplied  within  the  10-day  period.  If  the 
agency  refuses  to  inform  an  individual 
whether  a  system  of  records  contains  a 
record  pertaining  to  an  individual,  the 
inquirer  shall  be  notified  in  writing  of 
that  determination  and  the  reasons 
therefor,  and  of  the  right  to  obtain  re¬ 
view  of  that  determination  under  the 
provisions  of  paragraph  (J)  of  this 
section. 

(f)  An  individual  may  be  permitted 
access  to  records  pertaining  to  such  in¬ 
dividual  contained  in  any  system  of 
records  described  in  the  notices  of  sys¬ 
tems  of  records  published  by  this  agency. 
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The  request  for  access  must  be  made  in 
writing  or  in  person  during  normal  busi¬ 
ness  hours,  to  the  person  designated  for 
that  purpose  and  at  the  address  set  forth 
in  the  published  notice  of  systems  of 
records.  Reasonable  verification  of  the 
identity  of  the  requester,  as  described 
in  paragraph  (i)  of  this  section,  shall  be 
required  to  assure  that  records  are  dis¬ 
closed  to  the  proper  person.  A  request  for 
access  to  records  shall  be  acknowledged 
in  writing  by  the  agency  within  10  days 
of  receipt  (excluding  Saturdays.  Sun¬ 
days,  sold  legal  public  holidays)  and, 
wherever  practicable,  the  acknowledge¬ 
ment  shall  inform  the  requester  whether 
or  not  access  will  be  granted  and,  if  so. 
the  time  and  location  at  which  the  rec¬ 
ords  will  be  made  available.  If  access  to 
the  record  is  to  be  granted,  the  record 
wiU  formally  be  provided  within  30  days 
(excluding  Saturdays,  Sundays,  and  legal 
public  holidays)  of  the  request,  unless 
for  good  cause  shown  the  agency  is  \m- 
able  to  do  so,  in  which  case  the  individual 
will  be  inibrmed  in  writing  within  that 
30-day  period  of  the  reasons  therefor 
and  when  it  is  anticipated  that  access 
will  be  granted.  An  acknowledgement  of 
a  request  will  not  be  provided  if  the  rec¬ 
ord  is  made  available  within  the  10-day 
period.  If  an  indlviduars  request  for  ac¬ 
cess  to  a  record  under  the  provisions  of 
this  subsection  is  denied,  the  notice  in¬ 
forming  the  individual  of  the  denial 
shall  set  forth  the  reasons  therefor  and 
advise  the  individual  of  the  right  to  ob¬ 
tain  a  review  of  that  determination 
under  the  provisions  of  paragraph  (J) 
of  this  section. 

(g)  An  individual  granted  access  to 
records  pertaining  to  such  individual 
contained  in  a  system  of  records  may  re¬ 
view  all  such  records.  For  that  purpose 
the  individual  may  be  accompanied  by 
a  person  of  the  individual’s  choosing, 
or  the  record  may  be  released  to  the 
individxial’s  representative  who  has  the 
written  consent  of  the  individual,  as  de¬ 
scribed  in  paragraph  (i)  of  this  section. 
A  first  copy  of  any  such  record  or  infor¬ 
mation  will  ordinarily  be  provided  with¬ 
out  charge  to  the  individual  or  repre¬ 
sentative  in  a  form  comprehensible  to 
the  individual.  Fees  for  any  other  copies 
of  records  shall  be  assessed  in  accordance 
with  the  fee  schedule  set  forth  in  para¬ 
graph  (c)  (2)  (iv)  (a)  (3)  of  this  section. 

(h)  An  individual  may  request  amend¬ 
ment  of  a  record  pertaining  to  such 
individual  in  a  system  of  records  main¬ 
tained  by  this  agency.  A  request  for 
amendment  of  a  record  must  be  in  writ¬ 
ing  and  submitted  during  normal  busi¬ 
ness  hours  to  the  person  designated  for 
that  purpose  and  at  the  address  set  forth 
in  the  published  notice  for  the  system 
of  records  containing  the  record  of  which 
amendment  is  sought.  The  requester 
must  provide  verification  of  identity 
as  described  in  paragraph  (i)  of  this 
section,  and  the  request  should  set  forth 
the  specific  amendment  requested  and 
the  reason  for  the  requested  amendment. 
The  agency  shall  acknowledge  in  writing 
receipt  of  the  request  within  10  days  of 
its  receipt  (excluding  Saturday.  Sundays, 
and  legal  public  holidays)  and,  wherever 
practicable,  the  acknowledgement  shall 
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advise  the  individual  of  the  determina¬ 
tion  of  the  request.  If  the  review  of  the 
request  for  amendment  cannot  be  com¬ 
pleted  and  a  determination  made  within 
10  dsiys,  the  review  shall  be  completed  as 
soon  as  possible,  normally  within  30  days 
(Saturdays,  Sundays,  and  legal  public 
holidays  excluded)  of  receipt  of  the  re¬ 
quest  unless  unusual  circumstances  pre¬ 
clude  completing  the  review  within  that 
time,  in  which  event  the  requester  will  be 
notified  in  writing  within  that  30-day 
period  of  the  reasons  for  the  delay  and 
when  the  determination  of  the  request 
may  be  expected.  If  the  determination  is 
to  amend  the  record,  the  requester  shall 
be  so  notified  in  writing  and  the  record 
shall  be  amended  in  accordance  with  that 
determination.  If  any  disclosures  ac¬ 
countable  under  the  provisions  of  5  U.S.C. 
552a(c)  have  been  made,  all  previous 
recipients  of  the  record  which  was 
amended  shall  be  advised  of  the  amend¬ 
ment  and  its  substance.  If  it  is  deter¬ 
mined  that  the  request  should  not  be 
granted,  the  requester  shall  be  .notified 
in  writing  of  that  determination  and  of 
the  reasons  therefor,  and  advised  of  the 
right  to  obtain  review  of  the  adverse 
determination  imder  the  provisions  of 
paragraph  (j)  of  this  section. 

(i)  Verification  of  the  identification  of 
individuals  required  under  paragraphs 
(e).  (f),  (g),  and  (h)  of  this  section  to 
assure  that  records  are  disclosed  to  the 
proper  persems  shall  be  required  ^  the 
egenev  to  an  extent  consistent  wim  the 
nature,  location,  and  sensitivity  of  the 
records  being  disclosed.  Disclosure  of  a 
record  to  an  Individual  in  person  will 
normally  be  made  upon  the  presenta¬ 
tion  of  acceptable  identification.  Disclo¬ 
sure  of  records  by  mail  may  be  made 
upon  the  b'tsis  of  the  identifying  infor¬ 
mation  set  forth  in  the  request.  Depwid- 
ing  upon  the  nature,  location,  and  sen¬ 
sitivity  of  the  requested  record,  a  signed 
notarized  statement  verifsdng  identity 
mav  be  required  by  the  agency.  Proof  of 
authorization  as  representative  to  have 
siccess  to  a  record  of  an  individual  shall 
be  in  writing,  and  a  signed  notarized 
statement  of  such  authcnlzation  may  be 
required  by  the  agency  if  the  record  re¬ 
quested  Is  of  a  sensitive  nature. 

(J)(l)  Review  may  be  obtained  with 
respect  to  (1)  a  refusal,  under  peuragraph 
(e)  or  (k)  of  this  section,  to  inform  an 
individual  if  a  system  of  records  contains 
a  record  concerning  that  individiial,  (11) 
a  refusal,  under  paragraph  (f )  or  (k)  of 
this  section,  to  grant  access  to  a  record, 
or  (ill)  a  refusal,  under  paragraph  (h) 
of  this  sectiem,  to  amend  a  record.  The 
request  for  review  should  be  made  to  the 
chairman  of  the  Board  if  the  systnn  of 
records  is  maintained  in  the  offices  of  a 
member  of  the  Board,  the  office  of  the 
executive  secretary,  the  office  ot  the  so¬ 
licitor,  the  division  of  information,  or 
the  division  of  administrative  law  Judges. 
Consonant  with  the  provisions  of  section 
3(d)  of  the  National  Labor  Relations 
Act.  as  amended,  and  the  delegation  of 
authority  from  the  Bocuxl  to  the  general 
coimsel,  the  request  should  be  made  to 
the  general  counsel  if  the  system  of  rec¬ 
ord  is  maintained  by  any  office  of  the 
agency  other  than  those  enumerated 
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above.  Either  the  chairman  of  the  Board 
or  the  general  counsel  may  designate  in 
writing  another  officer  of  the  agency  to 
review  the  refusal  of  the  request.  Such 
review  shall  be  completed  within  30  days 
(excluding  Saturdays,  Sundays,  and  legal 
public  holidays)  from  the  receipt  of  the 
request  for  review  unless  the  ohairman 
of  the  Board  or  the  general  counsel,  as 
the  case  may  be,  for  good  cause  shown, 
shall  extend  such  30-day  period. 

(2)  If,  upon  review  of  a  refusal  under 
paragraph  (e)  or  (k) ,  the  reviewing  of¬ 
ficer  determines  that  the  individual 
should  be  informed  of  whether  a  system 
of  records  contains  a  record  pertaining 
to  that  individual,  such  information  shall 
be  promptly  provided.  If  the  reviewing 
officer  determines  that  the  information 
was  properly  denied,  the  individual  shall 
be  so  informed  in  wTiting  with  a  brief 
statement  of  the  reasons  therefor. 

(3)  If,  upon  review  of  a  refusal  under 
paragraph  (f)  or  (k),  the  reviewing 
officer  detei  mines  that  access  to  a  rec¬ 
ord  should  be  granted,  the  requester 
shall  be  so  notified  and  the  record  shall 
be  promptly  made  available  to  the  re¬ 
quester.  If  the  reviewing  officer  deter¬ 
mines  that  the  request  for  access  to  rec¬ 
ords  was  propery  denied,  the  individual 
shall  be  so  informed  in  writing  with  a 
brief  statement  of  the  reasons  therefor. 

(4)  If,  upon  review  of  a  refusal  under 
paragraph  (h),  the  reviewing  official 
granfS  a  request  to  amend,  the  requester 
shall  be  so  notified,  the  record  shall  be 
amended  in  accordance  with  the  deter¬ 
mination,  and,  if  any  disclosures  ac¬ 
countable  under  the  provisions  of  5  U.S.C. 
552a(c)  have  been  made,  all  previous  re¬ 
cipients  of  the  record  which  was  amended 
shall  be  advised  of  the  amendment  and 
its  substance.  If  the  reviewing  officer  de¬ 
termines  that  the  denial  of  a  request  for 
amendment  should  be  sustained,  the 
agency  shall  advise  the  requester  of  the 
determination  and  the  reasons  therefor, 
and  that  the  individual  may  file  with  the 
agency  a  concise  statement  of  the  rea¬ 
sons  for  disagreeing  with  the  determi¬ 


nation,  and  may  seek  judicial  review  of 
the  agency’s  denial  of  the  request  to 
amend  the  record.  In  the  event  a  state¬ 
ment  of  disagreement  is  filed,  that  state¬ 
ment  (i)  mil  be  made  available  to  any¬ 
one  to  whom  the  record  is  subsequently 
disclosed  together  with,  at  the  discretion 
of  the  agency,  a  brief  statement  sum¬ 
marizing  the  agency’s  reasons  for  de¬ 
clining  to  amend  the  record,  and  (ii)  will 
be  supplied,  together  with  any  agency 
statements,  to  any  prior  recipients  of  the 
disputed  record  to  the  extent  that  an 
accounting  of  disclosures  was  made. 

(k)  To  the  extent  that  portions  of  sys¬ 
tems  of  records  described  in  notices  of 
governmentwide  systems  of  records  pub¬ 
lished  by  the  Civil  Service  Commission 
are  identified  by  those  notices  as  being 
subject  to  the  management  of  an  officer 
of  this  agency,  or  an  officer  of  this  agency 
is  designated  as  the  official  to  contact  for 
information,  access  or  contest  of  those 
records,  individual  requests  for  access  to 
those  records,  requests  for  their  amend¬ 
ment,  and  review  of  denials  of  requests 
for  amendment  shall  be  in  accordance 
with  the  provisions  of  5  CFR  Part  297, 
subpart  A,  §  297.101  of  this  title,  et  seq., 
as  promulgated  by  the  Civil  Service  Com¬ 
mission.  Review  of  "k  refusal  to  inform 
an  individual  whether  such  a  system  of 
records  contains  a  record  pertaining  to 
that  individual,  and  review  of  a  refusal  to 
grant  an-individual’s  request  for  access 
to  a  record  in  such  a  system  may  be  ob¬ 
tained  in  accordance  with  the  provisions 
of  paragraph  (j)  of  this  section. 

2.  In  5  102.118  the  existing  paragraph 
(a)  is  redesignated  as  (a)(1)  and  para¬ 
graph  (a)  (2)  is  added  as  follows: 

§  102.118  Board  rinploycM^s  prohibited 
from  producing  files  records,  etc., 
pursuant  to  subpoena  ad  testifiran- 
dll  111  or  sub|M>ena  duces  tecum:  pro¬ 
hibited  from  testifying  in  regard 
thereto;  production  of  witnesses' 
statements  after  direct  testimony. 

•  •  •  *  * 

(2)  No  regional  director,  field  exam¬ 
iner,  administrative  law  judge,  attorney. 


specially  designated  agent,  general  coun¬ 
sel,  member  of  the  Board,  or  other  officer 
or  employee  of  the  Board  shall,  by  any 
means  of  communication  to  any  per¬ 
son  or  to  another  agency,  disclose  per¬ 
sonal  information  about  an  Individual 
from  a  record  in  a  system  of  records 
maintained  by  this  agency,  as  more  fully 
described  in  the  notices  of  systems'  of 
records  published  by  this  agency  in  ac¬ 
cordance  with  the  provisions  of  section 
(e)(4)  of  the  Privacy  Act  of  1974,  5 
U.S.C.  552a(e)(4),  or  by  the  Notices  of 
Government-wide  Systems  of  Personnel 
Records  published  by  the  Civil  Service 
Commission  in  accordance  with  those 
sta^tory  provisions,  except  pursuant  to  a 
written  request  by.  or  with  the  prior 
written  consent  of,  the  individual  to 
whom  the  record  pertains,  unless  (ils- 
closure  of  the  record  would  be  in  accord¬ 
ance  with  the  provisions  of  section  (b)  (1) 
through  (11),  both  inclusive,  of  the 
Privacy  Act  of  1974,  5  U.S.C.  552a (b)  (1) 
through  (11). 

*  *  K  *  * 

All  persons  who  desire  to  submit  writ¬ 
ten  comments,  views,  or  arguments  for 
consideration  by  the  Board  in  connection 
with  the  proposed  rules  should  file  10 
copies  of  the  same,  on  or  before  Septem¬ 
ber  29.  1975,  with  the  Executive  Secre¬ 
tary,  National  Labor  Relations  Board, 
Washington,  D.C.  20570.  Copies  of  such 
communications  will  be  available  for  ex¬ 
amination  by  interested  persons  diu'ing 
normal  business  hours  in  the  Office  of  the 
Executive  Secretary  of  the  Board,  Room 
701.  1717  Pennsylvania  Avenue  NW., 
Washington,  D.C.  20570. 

Dated,  Washington,  D.C.,  August  22, 
1975. 

By  direction  of  the  Board. 

John  C.  Trvesdale, 
Executive  Secretary. 


j- 

FEDERAL  REGISTER,  VOL.  40,  NO.  168— THURSDAY,  AUGUST  28.  1975 


NOTICES 


39766 


NATIONAL  LABOR  REUTIONS 
BOARD 

NOTICES  OF  SYSTEMS  OF  RECORDS 

Pursuant  to  the  provisions  of  section 
(e)  (4)  of  the  Privacy  Act  of  1974, 5  U.S.C. 
Sec.  552a(e)  (4) ,  the  National  Labor 
Relations  Board  publishes  the  ac¬ 
companying  notices  of  systems  of  records 
maintained  by  it. 

All  persons  who  desire  to  submit  writ¬ 
ten  comment,  views,  or  argxunent  for 
consideration  by  the  Boa];d  in  connec¬ 
tion  with  the  descriptions  of  the  routine 
uses  for  these  systems  of  records  should 
file  10  copies  of  the  same,  not  later  than 
30  days  after  publication  thereof  in  the 
Federal  Register,  with  the  Executive 
Secretary,  National  Labor  Relations 
Board,  Washington,  D.C.  20570.  Copies 
of  such  communications  will  be  available 
for  examination  by  interested  persons 
during  normal  business  hours  in  the  Of¬ 
fice  of  the  Executive  Secretary  of  the 
Board,  Room  701,  1717  Pennsylvania 
Avenue  N.W.,  Washington,  D.C.  20570. 

Dated,  Washington  D.C.,  August  22, 
1975. 

By  direction  of  the  Board. 

John  C.  Truesdale, 
Executive  Secretary. 
Table  or  Contxntb 

Accounting  Records — ^Financial. 

Applicant  Files  for  Attorney  and  Field  Ex¬ 
aminer  Positions,  General  Counsel’s  Staff. 
Biographical  Data  File — Presidential  Ap¬ 
pointees. 

Employment  and  Performance  Appraisals, 
Attome3r8  and  Field  Examiners,  General 
Counsel’s  Staff. 

Evaluations  and  Promotion  Appraisals  of 
Field  Clericals. 

Federal  Tort  Claims  Act — Claimants. 
Grievances,  Appeals,  and  Complaints  Rec¬ 
ords. 

Health  Maintenance  Program  Records. 
Occupational  Injury  and  Illness  Records. 
Pay  Records — ^Retirement. 

Payroll — ^Data  Processing  File. 

Payroll — ^Finance  Records. 

Performance  Appraisals — Attorneys,  Board 
Members’  Staffs,  Office  of  the  Solicitor. 
Preflllng  Communications. 

Program  Measurement  Sjrstem  Report. 
Promotion  Appraisals  Washington — Clericals 
and  Nonle^  Professionals. 

Time  and  Attendance  Records. 

NLRB  Field  Omcxs 

Regional  Director,  National  Labor  Relations 
Board,  Region  1,  7th  Floor,  Butflnch  Build¬ 
ing,  IS  New  Chardon  Street,  Boston,  Mas¬ 
sachusetts  02114. 

Regional  Director,  National  Labor  Relations 
Board,  Region  2,  3614  Federal  Building,  26 
Federal  Plaza,  New  York,  New  York  10007. 
Regional  Director,  National  Labor  Relations 
Board,  Region  3,  901  Federal  Building,  111 
West  Huron  Street.  Buffalo,  New  York 
14202. 

Regional  Director.  National  Labor  Relations 
Board,  Region  4.  4400  WUllam  J.  Green  Jr., 
Federal  Building,  600  Arch  Street,  Phila¬ 
delphia,  Pennsylvania  10106. 

Regional  Director,  National  Labor  Relations 
Board,  Region  6,  1010  Federal  Building, 
Charles  Center.  Baltimore,  Maryland.  21201. 
Regional  Director,  National  Labor  Relations 
Board.  Region  6,  1536  Federal  Building, 
1000  Liberty  Avenue,  Pittsburgh,  Penn¬ 
sylvania  16322. 


Regional  Director,  National  Labor  Relations 
Board,  Region  7,  500  Book  Building.  1349 
Washington  Boulevard.  Detroit,  Michigan 
48236. 

Regional  Director,  National  Labor  Relations 
Board,  Region  8,  1695  Anthony  J.  Cele- 
brezze  Federal  Building,  1240  East  Ninth 
Street,  Cleveland,  Ohio  44199. 

Regional  Director,  National  Labor  Relations 
Board.  Region  9,  3003  Federal  Office  Build¬ 
ing.  550  Main  Street,  Cincinnati,  Ohio 
45202. 

Regional  Director,  National  Labor  Relations 
Board,  Region  10,  701  Peachtree  Building, 

730  Peachtree  Street  NE.,  Atlanta,  Georgia 
30308. 

Regional  Director,  National  Labor  Relations 
Board,  Region  11,  1624  Wachovia  Build¬ 
ing,  301  North  Main  Street,  Winston- 
Salem.  North  Carolina  27101. 

.  Regional  Director,  National  Labor  Relations 
Board,  Region  12,  706  Federal  Office  Build¬ 
ing.  500  Zack  Street,  Tampa.  Florida  33602. 

Regional  Director.  National  Labor  Relations 
Board,  Region  13,  Everett  McKinley  Dlrk- 
sen  Building,  219  South  Dearborn  Street, 
Chicago,  Illinois  60604. 

Regional  Director,  National  Labor  Relations 
Board,  Region  14,  Room  448, 310  North  12th 
Boulevard,  St.  Louis,  Missouri  63101. 

Regional  Director,  National  Labor  Relations 
Board,  Region  15,  3700  Plaza  Tower,  1001 
Howard  Avenue,  New  Orleans.  Louisiana 
70113. 

Regional  Director,  National  Labor  Relations 
Board,  Region  16.  8A24  Federal  Office 
Building,  819  Taylor  Street,  Fort  Worth, 
Texas  76102. 

Regional  Director,  National  Labor  Relations 
Board,  Region  17,  616  Two  Gateway  Cen¬ 
ter.  Fourth  at  State.  Kansas  City,  Kansas 
66101. 

Regional  Director,  National  Labor  Relations 
Board.  Region  18.  316  Federal  Building, 
110  South  Fourth  Street,  Minneapolis,  Min¬ 
nesota  55401. 

Regional  Director,  National  Labor  Relations 
Board,  Region  19,  2948  Federal  Building, 
915  Second  Avenue,  Seattle,  Washington 
98101. 

Regional  Director,  National  Labor  Relations 
Board,  Region  30,  13018  Federal  Building. 
Box  36047,  450  Golden  Gate  Avenue,  San 
Francisco,  California  94102. 

Regional  Director,  National  Labor  Relations 
Board,  Region  21,  600  Eastern  Columbia 
Building,  849  South  Broadway.  Los  Angeles, 
California  90014. 

Regional  Director,  National  Labor  Relations 
Board.  Region  22,  1600  Federal  Building, 
970  Broad  Street,  Newark,  New  Jersey 
07102. 

Regional  Director,  National  Labor  Relations 
Board,  Region  23,  930-One  Allen  Center. 
500  Dallas  Avenue.  Houston,  Texas  77003. 

Regional  Director,  National  Labor  Relations 
Board,  Region  24,  Seventh  Floor,  Pan  Am 
Building,  255  Ponce  de  Leon  Avenue,  Hato 
Rey,  Puerto  Rico  00917. 

Regional  Director.  National  Labor  Relations 
Board,  Region  25,  333  Federal  Office  Build¬ 
ing.  575  North  Pennsylvania  Street,  In- 
dlan^>oll8.  Indiana  46204. 

Regional  Director,  National  Labor  Relations 
Board.  Region  26,  746  Clifford  Davis  Fed¬ 
eral  Building,  167  North  Main  Street, 
Memphis,  Tennessee  88103. 

Regional  Director.  National  Labor  Relations 
Board,  Region  27.  260  D.S.  Custom  House, 

731  19th  Street,  Denver,  Colorado  80303. 

Regional  Director,  National  Labor  Relations 

Board,  Region  M.  The  La  Torre  Building, 
6107  North  Seventh  Street.  Phoenix. 
Arizona  85014. 

Regional  Director,  National  Labor  Relations 
Board,  Region  29.  Fourth  Floor,  16  Court 
Street,  Brooklyn,  New  York  11241. 


Regional  Director,  National  Labor  Relations 
Board,  Region  30,  230  Conunerce  Building, 
744  North  Fourth  Street,  Milwaukee. 
Wisconsin  53203. 

Regional  Director,  National  Labor  Relations 
Board,  Region  31,  12100  Federal  Building, 
11000  WUshlre  Boulevard,  Los  Angeles, 
California  90024. 

Officer-in-Charge,  National  Labor  Relations 
Board.  Subregion  36.  310  Six  Ten  Broad¬ 
way  Building,  610  S.W.  Broadway,  Portland. 
Oregon  97305. 

Officer-in-Charge.  National  Labor  Relations 
Board,  Subregion  37,  Suite  306,  1311 
Kaplolanl  Boulevard,  Honolulu,  Hawaii 
96814. 

Offlcer-ln-Charge.  National  Labor  Relations 
Board,  Subregion  38,  10th  Floor,  Savings 
Center  Tower,  411  Hamilton  Avenue, 
Peoria,  Illinois  61602. 

Resident  Officer.  National  Labor  Relations 
Board.  Resident  Office — Region  3,  .New  Fed¬ 
eral  Building.  Clinton  Avenue  at  North 
Pearl  Street,  Albany,  New  York  12307. 

Resident  Officer,  National  Labor  Relations 
Board,  Resident  Office,  Region  5.  Gelman 
Building,  2120  L  Street  NW.,  Washington, 
D  C.  20570. 

Resident  Officer.  National  Labor  Relations 
Board,  Resident  Office — Region  10,  2102 
City  Federal  Building.  2036  Second  Avenue 
North,  Birmingham.  Alabama  35203. 

Resident  Officer,  National  Labor  Relations 
Board.  Resident  Office — Region  12,  Suite 
410,  1570  Madruga  Avenue,  Coral  Gables, 
Florida  33146. 

Resident  Officer,  National  Labor  Relations 
Board,  Resident  Office — ^Region  13,  278 
Federal  Building,  400  West  Bav  Street.  Box 
35091,  Jacksonville.  Florida  33303. 

Resident  Officer,  National  Labor  Relations 
Board,  Resident  Office — Region  16.  616 
Petroleum  Building,  Fifth  &  Boulder 
Street,  ’Tulsa,  Oklahoma  74103. 

Resident  Officer,  National  Labor  Relations 
Board.  Resident  Office — Region  19,  Hill 
Building,  Room  409,  633  West  SUth  Ave¬ 
nue,  Anchorage,  Alaska  99501. 

Resident  Officer.  National  Labor  Relations 
Board,  Resident  Office — ^Region  33.  Federal 
Building,  Room  A500,  737  East  Durango 
Boulevard,  San  Antonio,  Texas  78306. 

Resident  Officer,  National  Labor  Relations 
Board,  Resident  Office — Region  26,  8511 
Federal  Building,  700  West  Capitol  Avenue, 
Little  Rock,  Arkansas  73201. 

Resident  Officer,  National  Labor  Relations 
Board.  Resident  Office — Region  36,  Room 
A-703.  Federal  Building,  UB.  Courthouse, 
Nashville,  ’Tennessee  37^. 

Resident  Officer,  National  Labor  Relations 
Board.  Resident  Office — ^Region  38,  1035 
’The  Mills  Building.  303  North  Oregon.  El 
Paso,  ’Texas  79901. 

Resident  Officer.  National  Labor  Relations 
Board,  Resident  Office — Region  38.  Patio 
Plaza  Building,  Upper  Level,  5000  Marble 
Avenue  NE.,  Albuquerque.  New  Mexico 
87110. 

Resident  Officer.  National  Labor  Relations 
Board,  Resident  Office — ^Region  31,  Room 
4-503,  300  Las  Veeas  Boulevard  South,  Las 
Vegas,  Nevada  98101. 

Ammix 

Names  and  Addresses  of  NLRB  Offices 

referenced  In  Notices  of  Record  Systems 

shown  above ; 

NLRB  HxADOUAZTxas  Omcxs 

Offices  of  the  Board : 

Members  of  the  Board 
Solicitor 

Director,  Division  of  Information 
Executive  Secretary,  Office  of  the  Executive 
Secretary 
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Office  of  the  General  Counael : 

General  Counsel 

Associate  General  Counsel,  Division  of  Op¬ 
erations  Management 
Associate  General  Counsel,  Division  of 
Advice 

Associate  General  Counsel,  Division  of  En¬ 
forcement  Litigation 
Director,  Office  of  Appeals 
Director,  Division  of  Administration 
Director,  Equal  Employment  Opportimlty 
Address:  1717  Pennsylvania  Avenue  NW., 
Washington,  D.C.  20570. 

Chief  Administrative  Law  Judge,  Division 
of  Administrative  Law  Judges. 

Address:  1231  25th  Street  NW.,  Washing¬ 
ton,  D.C.  20037. 

West  Coast  Presiding  Judge  (San  Francisco 
office)  Division  of  Administrative  Law 
Judges. 

Address:  Suite  12054,  Federal  Building,  450 
Golden  Gate  Avenue,  Box  36(X>6,  San  Fran¬ 
cisco,  California  94102. 


/ 
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System  mbic:  Accounting  Records  •  Financial,  NLRB. 

System  lacatioa:  Current  records  are  maintained  in:  Hnancial 
Management  Branch,  NLRB;  1717  Pennsylvania  Avenue,  N.W.; 
Washington,  D.C.  20570. 

Each  Washington  and  Field  Office  is  authorized  to  maintain  co¬ 
pies  of  records  relating  to  reimbursements  to  employees  of  that  of¬ 
fice  and  other  individuals  covered  within  system.  Sm  the  attached 
appendix  for  addresses  of  these  offices.  Inactive  records  are  stored 
at  the  appropriate  Federal  records  center  in  accordance  with 
Federal  Ftoperty  Management  Regulations  of  the  U.S.  General  Ser¬ 
vices  Administration  (FPMR  101-11.4). 

Categortes  ef  individuals  covered  by  the  syatem:  Individuals  retm- 
bursed  for  expenses  in  connection  with  the  official  functions  of  the 
NLRB;  Le.,  travd  on  official  business,  witness  fees  and  transporta¬ 
tion  expenses,  and  miscellaneous  expenses. 

Categories  of  records  in  the  syatem:  Contains  name;  home  or  of¬ 
fice  address;  organizational  unit  number;  purpose,  duration,  and 
cost  for  travel  assignments  of  Agency  employees;  purpose,  dura¬ 
tion,  points  of  travel,  and  cost  for  witnesses  used  by  the  Agency; 
purpose,  category,  and  cost  of  miscellaneous  expenses  incurred  by 
Agency  employees. 

Routine  uses  of  records  maintained  in  the  system,  iaciiiding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records,  or  infor¬ 
mation  therefrom,  are  disclosed: 

1 .  To  Agency  officials  and  employees  who  have  a  need  for  the 
records  or  information: 

M.  In  the  processing  of  claims  for  reimbursements. 

b.  As  a  ^ta  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  Uie  function  for  which  the  records  are  collected  and  maintained, 
or  for  related  personnel  management  functions  or  manpower  stu¬ 
dies. 

2.  To  respond  to  general  requests  for  statistical  information 
(without  personal  identification  of  individuals). 

3.  To  process  a  grievance  appeal  or  complaint. 

4.  To  U.S.  General  Accounting  Office  for  audit  purposes  or 
determination  of  validity  of  claims. 

5.  To  the  U.S.  Department  of  Treasury  for  issuance  of  checks. 

6.  To  the  appropriate  agetKy,  whether  Federal,  state,  or  local, 
where  there  is  an  indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal,  or  regulatory  in 
nature,  charged  with  the  responsibility  oi  investigatirig  or 
prosecuting  such  violation  or  enforcing  or  impiementing  the 
statue,  rule,  regulation,  or  order  bsued  pursuant  thereto. 

7.  To  another  agency,  whether  Federal,  state,  or  local,  or 
private  organization  where  reimbursable  arrangements  exist 
between  this  Agency  and  such  other  agency  or  private 
organization. 

PoUctes  and  practices  for  storing,  retrieving,  acccasiag,  retaWng, 
and  disposing  of  records  in  the  sytem: 

Storage:  Maintained  on  original  source  documents  except  travel 
summary  cards  which  are  maintained  on  microfilm. 

Rctrievability:  Chronologically  by  year,  and  within  each  year 
alphabetically  by  name. 

Safeguards:  Original  source  documents  are  maintained  in  file 
cabinets  within  the  Finance  Section  office.  Microfilm  is  maintained 
in  a  locked  fireproof  cabinet  within  the  Services  and  Systems  of¬ 
fice.  During  duty  hours  cabinets  are  under  surveillance  of  personnel 
charged  with  custody  of  the  records,  and  after  duty  hours  are  be¬ 
hind  locked  doon.  Access  is  limited  to  persotmel  who  have  a  need 
for  access  in  order  to  perform  their  official  functions. 

RctetMlon  and  (RapoBul:  Maintained  and  disposed  of  in  accordance 
with  U.S.  General  Accountir^  Office  and  U.S.  General  Service  Ad¬ 
ministration  retention  regulations. 

System  maaagrr(i)  and  address:  Finance  Officer,  NLRB;  1717 
Pennsylvania  Avenue.  N.W.;  Washington.  D.C.  20570. 

See  the  attached  appendix  for  the  titles  and  addresses  of  officials 
at  other  locatioru  responsible  for  this  system  at  their  locatioiu. 

Natififation  prsccdure: 

1.  Current  NLRB  employees  inquiring  whether  this  system  con¬ 
tains  records  on  them  should  direct  such  inquiries  to  their  super¬ 
visors. 

2.  An  individual  other  than  a  current  NLRB  employee  inquiring 
whether  this  system  contains  a  record  on  such  individual  should 
direct  such  inquiry  to  the  System  Manager  specified  above,  orto 
the  responsible  official  designated  under  ‘System  Manager*  as 


responsft>le  for  the  system  in  the  geographic  area  where  the  ex¬ 
pense  was  incurred. 

3.  In  determining  whether  this  system  contmAs  records  on  the 
inquirer,  the  following  infonnatioii  is  rrquired:  the  inquirer’s  name 
and  the  year  about  which  inquiry  is  being  made. 

Record  access  procedures: 

1 .  An  individual  seeking  to  gain  access  to.  or  to  contest,  records 
in  this  system  pertaining  to  such  individual  should  contact  the  ap¬ 
propriate  official  or  office  designated  under  ‘Notification.* 

2.  In  gnmting  access  to  records  in  tins  system,  the  fcdlowmg  m- 
formation  is  required:  the  inquirer’s  name  and  the  year  about  which 
inquiry  is  being  made. 

Record  source  ralignritii:  Ttavel  vouchers,  witness  vouchers,  and 
lodging  and  miscellaneous  receipts  submitted  by  the  individual; 
travel  orders  submitted  by  Agency  officials;  subpoenas;  flai«n»  for 
reimbursement;  and  nusceOaneous  correspondence  and  information 
related  thereto.  2 

Syatem  name:  Applicant  Rles  for  Attorney  and  Field  Examiner 

Positions,  Goieral  Counsel’s  Staff,  NLRB. 

Syatem  location:  Office  oi  Executive  Assistant  to  General  Coun¬ 
sel,  NLRB;  1717  Pennsylvania  Avenue,  N.W.;  Washington,  D.C. 
20570. 

Washington  and  Fidd  Offices  are  authorized  to  maintain  the 
records  or  copies  trf  the  records  in  cormectioa  with  processing  of 
applications  for  employment  in  the  Agency.  See  the  attached  ap¬ 
pendix  for  addresses  of  the  Fidd  Offices. 

Categortes  of  ImBviduah  coversd  by  the  syatem;  Applicants  for  at¬ 
torney  or  Field  Examiner  positions  in  offices  under  the  general  su¬ 
pervision  of  the  General  CounaeL 

Categortes  of  records  in  the  syatem:  Contains  copies  of  employ¬ 
ment  application,  educational  transcripts,  resumes,  employment  in¬ 
terview  reports,  and  other  irrformation  relative  to  employment. 

Rossiisse  usm  of  records  ssmitttsdtscd  hs  the  system,  hiduslsig  catego¬ 
rtes  sf  users  assd  the  psnpoees  of  such  uses:  These  records  or  infor¬ 
mation  therefrom  are  disclosed: 

1 .  To  Agency  officials  and  employees  who  have  a  need  for  the 
records  or  information: 

a.  To  process  applications  and  evaluate  applicants. 

b.  As  a  data  source  for  management  information  for  production 
of  summary  statistics  and  analytical  studies  in  support  of  the  func¬ 
tion  for  which  the  records  are  collected  and  maintained,  or  for  re¬ 
lated  persoTind  management  functions  or  manpower  studies. 

2.  To  respond  to  general  requests  for  statistical  kiformation 
(without  persond  identification  of  individuals). 

3.  To  process  a  grievance,  appeal,  or  complaint 

PuMctea  and  practices  lor  storing,  rctrtevfeig,  acceateng,  retaining, 
and  iM  iiiiiing  of  recerdk  in  the  sytem: 

Storage:  Maintained  on  paper  inciuding  forms,  letters,  and 
memoranda. 

Retrtevabillty:  Alphabetically  by  name. 

Safeguards:  Maintained  in  file  cabinets.  During  duty  hours 
cabinets  are  under  surveillance  of  personnel  charged  with  custody 
oi  the  records  and  after  duty  hours  are  behind  locked  doors.  Ac¬ 
cess  to  the  cabinets  is  limited  to  persotmel  having  a  need  for  access 
to  perform  their  official  functions. 

RctenBan  and  dispoaal:  Retained  for  an  indefinite  period  of  time. 

System  amnagerfs)  and  address;  Executive  Assistant  to  the 
General  Counsel;  1717  Peimsylvania  Avenue,  N.W.,  Washington. 
D.C.  20570. 

Nodficatian  procedure:  An  individual  inquiring  whether  this 
systm  contains  a  record  on  such  individual  should  direct  such 
inquiry  to  the  System  Manager  specified  above. 

Record  access  procedures:  An  individual  seeking  to  gain  access  to. 
or  to  contest,  records  in  tins  system  pertaining  to  such  individual 
should  contact  the  System  Manager  specified  above. 

Record  source  categortes:  Applicants,  educational  institutions,  in¬ 
terviewers,  evaluators,  references,  previous  employers.  3 
System  nasne:  Biographical  Data  -  Presidential  Appointees. 

NLRB. 

Syatem  locnHan;  Division  of  Information,  NLRB;  1717  Pennsyl¬ 
vania  Avenue.  N.W.;  Waslnr«ton,  D.C.  20570. 

Categortes  of  hidhteluali  cawered  by  the  eyatem:  Presidential  ap¬ 
pointees  to  the  Agency,  past  and  present. 
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Categories  of  records  io  the  system:  Contains  biographical 
sketches;  news  releases;  news  articles  on  sp^ches  and  other 
newsmaking  activities;  photographs,  and  material  incidental  thereto. 

pmirinf  uses  of  rccords  maintained  in  the  system,  including  adcgf>- 
ries  of  users  and  the  purposes  of  such  uses:  These  records,  or  infor¬ 
mation  therefrom,  are  disclosed  to  Agency  officials  and  employees 
who  have  a  need  for  the  records  m:  information  in  the  performance 
of  their  duties,  and  to  the  public  upon  demonstrated  interest. 

Policies  and  practices  for  staring,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Maintained  on  original  sources  or  related  papers  in  file 
folders. 

Retrievability:  Alphabetically  by  name. 

Safeguards:  Maintained  in  file  cabinets  within  the  Division  of  In¬ 
formation  offices.  During  duty  hours,  cabinets  are  under  the  sur¬ 
veillance  of  office  personnel  charged  with  custody  of  the  records, 
and  after  duty  hours  are  behind  locked  doors. 

Retention  and  disposal:  Permanently  retained. 

System  managers)  and  address:  Director,  Division  of  Informa¬ 
tion,  NLRB;  1717  Pennsylvania  Avenue,  N.W.;  Washington,  D.C. 
20570. 

Notification  procedure:  An  individual  inquiring  whether  this 
system  contains  a  record  on  such  individuaJ  should  direct  such 
inquiry  to  the  System  Manager  specified  above. 

Record  access  procedures:  An  individual  seeking  to  gain  access  to, 
or  to  contest,  records  in  this  system  pertaining  to  such  individual 
should  contact  the  System  Manager  specified  above. 

Record  source  categories:  Information  in  this  system  is  submitted 
by  the  individual,  written  by  Agency  staff  and  approved  by  the  in¬ 
dividual,  and  obtained  from  general  news  sources.  4 
System  name:  Employment  and  Performance  Appraisals,  Attorneys 
and  Field  Examiners,  General  Counsel’s  St^f,  NLRB. 

System  location:  Office  of  Executive  Assistant  to  General  Coun¬ 
sel,  NLRB;  1717  Pennsylvania  Avenue,  N..W.;  Washington,  D.C. 
20570. 

Each  Washington  and  Field  Office  is  authorized  to  maintain  co¬ 
pies  of  these  records  for  current  and  former  NLRB  employees  of 
that  office.  See  the  attached  appendix  for  addresses  of  the  Field 
Offices. 

Categories  of  individuals  covered  by  the  system:  Current  and 
former  attorneys  and  Field  Examiners  in  offices  under  the  general 
supervision  of  the  General  Counsel.  ' 

Categories  of  records  in  the  system:  Contains  copies  of  employ¬ 
ment  applications,  educational  transcripts,  resumes,  employment  in¬ 
terview  reports,  evaluation  reports,  career  development  appraisals, 
recommendations  concerning  promotion,  correspondence, 
memoranda,  and  other  information  relevant  thereto. 

Routine  uses  of  rccords  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  or  infor¬ 
mation  therefrom  are  disclosed  to  Agency  officials  and  employees 
who  have  a  need  for  the  records  or  information,  and  to  others  in 
the  adjudication  of  an  appeal,  complaint,  or  grievance. 

Policies  and  practices  for  staring,  retrieving,  accessing,  retaining, 
and  disposing  of  rccords  in  the  sytem: 

Storage:  Maintained  on  paper  including  forms,  letters,  and 
memoranda. 

Retrievability:  Alphabetically  by  name. 

Safeguards:  Maintained  in  file  cabinets.  During  duty  hours 
cabinets  are  under  the  surveillance  of  personnel  charged  with  cus¬ 
tody  of  the  records,  and  after  duty  hours  are  behind  locked  doors. 
Access  is  limited  to  personnel  having  a  need  for  access  to  perform 
their  official  functions. 

Rctcatiou  and  disposal:  Retained  for  an  indefinite  period  of  time. 

System  managerfs)  and  address:  Executive  Assistant  to  the 
General  Counsel;  1717  Pennsylvania  Avenue,  N.W.;  Washington, 
D.C.  20570. 

See  the  attached  appendix  for  titles  and  addresses  of  officials  at 
other  locations  responsible  for  this  system  at  their  locations. 

Notification  procedure: 

1.  Current  NLRB  employees  inquiring  whether  this  system  con¬ 
tains  records  on  such  individuals  should  direct  such  inquiries  to 
their  supervisors, 

2.  An  individual  other  than  a  current  NLRB  employee  inquiring 
whether  this  system  contains  a  record  on  such  irKli>^ual  should 


direct  such  inquiry  to  the  System  Manager  specified  above,  or  to 
the  responsiUe  official  designated  under  ‘System  Manager*  as 
responsible  for  the  system  in  the  <^ice  where  the  individual  was 
formerly  emidoyed. 

Record  access  procedures:  An  individual  seeking  access  to,  or  to 
contest,  records  m  this  system  pertaining  to  such  individual  should 
contact  the  appropriate  official  (mt  officedesignated  under 
‘Notification.* 

Record  source  categories:  The  individual,  educational  institutions, 
interviewers,  evaluators,  references,  previous  employers,  and  su¬ 
pervisors.  5 

System  name:  Evaluations  and  Promotion  Appraisals  of  Fidd  Cleri¬ 
cals,  NLRB. 

System  location:  Records  are  authorized  to  be  maintained  in  all 
Regional,  SubregKMial,  and  Resident  Offices  of  the  Agency  at  the 
addresses  listed  in  the  attached  appendix. 

Categiiries  of  individuals  covered  by  the  system:  Current  and 
former  field  clerical  etrifdoyees. 

Categories  of  records  in  the  system:  These  records  consist  of 
evaluations,  memoranda,  promotion  appraisals,  employee' responses 
thereto,  and  other  information  relevant  to  the  above. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  or  infor¬ 
mation  therefrom  are  disclosed  to  Agency  officials  and  employees 
who  have  a  need  for  the  records  or  information: 

1.  To  evaluate  job  performance,  developnrental  needs, 
potential  within  the  Agency,  and  readiness  for  promotion. 

2.  To  process  an  appeal,  cornplaint,  or  grievance. 

Policies  and  practices  for  staring,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem:  '' 

Storage:  Maintained  on  paper  irKluding  forms,  letters,  and 
memoranda. 

Retrievability:  Alphabetically  by  name. 

Safeguards:  Maintained  in  file  cabinets  in  Field  Offices.  During 
duty  hours  under  surveillance  of  personnel  charged  with  custody  of 
the  records,  arul  after  duty  hours  are  behind  locked  doors.  Access 
to  the  cabinets  is  limited  to  personnel  havittg  a  need  for  access  to 
perform  their  official  futKtions. 

Retention  and  disposal:  Retained  and  disposed  of  in  accordance 
with  Federal  Persotutel  Manual  instructions. 

System  manageifs)  and  address:  See  the  attached  appendix  for  the 
titles  and  addresses  of  officials  responsible  for  this  system  at  their 
locations. 

Notificatim  procedure:  An  iixlividual  inquiring  whether  this 
system  contains  a  reemd  on  such  individual  should  direct  such 
inquiry  to  the  ‘System  Manager*  of  the  office  where  employed. 

Record  access  procedures:  An  individual  seeking  access  to,  or  to 
contest,  records  in  this  system  pertaining  to  such  individual  should 
contact  the  appropriate  (rfficial  or  office  designated  under 
‘Notification.* 

Record  source  categories:  Professional  enq>loyees,  crffice 
managers,  and  individual  to  whom  the  record  pertains.  6 
System  name:  Federal  Tort  Claims  Act  -  Claimants,  NLRB. 

System  locatian:  Security  and  Safety  Branch,  NLRB;  1717 
Pennsylvania  Avenue,  N.W.;  Washington,  D.C.  20570. 

Categories  of  individuals  covered  by  the  system:  Individuals  filing 
claims  under  the  Federal  Tort  Claims  Act. 

Categories  of  records  in  the  system:  Contains  reports  of  accidents 
or  other  events  causing  damage  or  loss;  statements  of  witnesses; 
claims  for  damage  or  loss';  investigations  of  claims,  including  doc¬ 
tors’  reports,  if  any;  records  on  disposition  of  claims;  and  informa¬ 
tion  relative  to  the  above. 

Routine  uses  of  records  maintained  in  the  system,  including  catego- 
rim  of  users  mid  the  purposes  of  such  uses:  These  records,  or  infor¬ 
mation  therefrom,  are  disclosed: 

1.  To  Agency  officials  and  engiloyees  who  have  a  need  for  the 
records  or  inframation: 

a.  In  processing  claims  against  this  Agency  arising  under  the 
Federal  Tort  Claims  Act. 

b.  As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  are  collected  and  maintained, 
or  for  related  personnel  management  functions  or  manpower  stu¬ 
dies. 
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2.  To  respond  to  general  requests  for  statistical  information 
(witbout  personal  identification  of  individuals!. 

3.  To  the  U.S.  Department  of  Justice  for  purpose  of  processing 
or  adjudicating  claims  agpinst  the  AgeiKy  arising  under  the 
Fede^  Tort  Claims  AcL 

4.  To  a  court  of  competent  jurisdiction  for  adjudicating  claims 
arising  under  the  Federal  Tort  Claims  Act. 

5.  To  investigators  utilized  by  the  Agency  to  obtain  information 
relevant  to  a  claim  against  the  Agency  arising  under  the 
Federal  Tort  Claims  Act. 

6.  To  the  appropriate  agency,  whether  Federal,  state,  or  local, 
where  thm  is  an  indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal,  or  regulatory  in 
nature,  charged  with  the  lesponsibitity  of  investigatiiig  or 
prosecuting  such  violation  or  enforcing  or  implementing  the 
statute,  rule,  regulation,  or  order  issued  pursuant  thereto. 

Policies  and  praetkxs  tar  staring,  retrieving,  Trnaing.  retaining, 
and  ilii|ndng  of  raoards  hi  the  ^tem: 

Storage:  Maintained  on  forms,  documents,  and  other  papers. 

Rctrfevabllity:  AlphabeticaDy  by  name. 

Safeguards:  Maintained  in  file  safe  within  the  office  of  the 
Seciuity  and  Safety  Branch.  File  safe  remains  locked  except  during 
access  to  records.  Dming  duty  hours,  file  safe  is  under  the  surveil* 
lance  of  personnel  charged  with  the  custody  of  the  records,  and 
after  duty  hours  b  behind  locked  doors.  Combination  is  known 
only  to  designated  members  of  Security  and  Safety  staff.  Access  b 
limited  to  personnel  who  have  a  need  for  access  to  perform  their 
official  functions. 

RctentiiMi  and  dhposal:  retained  indefinitely. 

System  maaagccts)  and  address:  Chief,  Security  and  Safety 
BraiKh,  NLRB;  1717  Peimsylvanb  Avenue,  N.W.;  Washington, 
D.C.  20570. 

NotMcatloa  procedure:  An  individual  inquiring  whether  thb 
system  contains  records  on  such  individual  should  direct  such 
inquiries  to  the  System  Manager  specified  above. 

Record  aceem  procedures:  An  individual  seelung  to  gain  access  to, 
or  to  contest,  records  in  thb  system  pertaining  to  such  individual 
should  contact  the  System  Manager  specified  above. 

Record  source  categories:  Claimants,  investigators,  and  witnesses. 
7 

System  namr-  Grievances.  Appeab,  and  Complaints  Records. 

NLRB. 

System  Incatioa:  Each  Washington  and  Field  Office  b  authorized 
to  maintain  copKS  of  records  in  thb  system.  See  the  attached  ap¬ 
pendix  for  addresses  of  Washington  and  Field  Offices. 

Categories  of  Indhidnab  covered  by  the  system:  Current  and 
former  NLRB  employees. 

Categories  of  records  ha  the  system:  These  records  consist  of  for¬ 
mal  or  informal  grievances,  appeab.  and  cooqdaints,  together  with 
information  and  documents  related  thereto;  letters  or  notices  to  the 
individual;  record  of  hearings  when  conducted,  materiab,  placed  in 
the  file  to  support  or  contradict  the  decision  or  determination  on 
such  grievance,  appeal,  or  complaint;  affidavits  or  statements; 
testimonies  of  witnesses;  investi^tive  reports;  aiKl  rebted  cor¬ 
respondence  and  recommendations. 

Rauttac  asm  af  lucards  mstatshsrti  hi  the  system,  tacliitihig  esdego- 
rfm  af  users  and  the  pmpaari  af  such  uses:  These  records  or  infor¬ 
mation  therefrom  are  dbclosed: 

1.  To  Agency  offiends  and  employees  who  have  a  need  for  the 
records  or  information; 

a.  To  adjudicate  an  appeal,  complaint,  or  grievance. 

b.  As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  are  collected  and  maintained, 
or  for  related  persoimel  management  functkms  or  manpou/er  stu¬ 
dies. 

2.  To  respond  to  general  requesb  for  statistical  information 
(without  personal  identification  of  individuab). 

3.  To  refer,  where  there  b  an  indication  ot  a  violation  or 
potential  viobtion  of  bw,  whether  civO,  criminal,  or 
regulatory  m  nature,  to  the  appropriate  agency,  whether 
Federal,  stale,  or  lot»l,  charged  with  enforcing  or 
implemeBting  the  statute,  nde,  regubtion,  or  order  issued 
pursuant  thereto. 

4.  To  respond  to  a  request  from  a  Member  of  Congress 
regarding  the  status  of  an  appeal,  complaint,  or  grievance. 


3.  To  respond  to  a  subpena  and/or  refer  to  an  arbitrator  or 
court  of  competent  juriadictioo. 

PoMcbB  ami  praetkea  far  afarhig,  retrfavtag,  am  nh^.  rctataii«. 
and  dfapaalng  of  records  b  theqrtnn: 

Slaraga:  Maintained  on  forms,  documents,  letters,  memoraiKb, 
and  other  similar  papers. 

RctrievaMHty:  Alphabetically  by  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  (rfficial  duties  require  such  access  until  the 
records  are  required  to  be  made  public  in  support  of  an  agency  ac¬ 
tion  or  position.  These  records  are  maintained  m  fib  cabineb  which 
during  duty  hours  are  under  the  surveilbnce  of  personnel  charged 
with  custody  of  the  records  and  after  duty  hours  are  bdtind  locked 
doors. 

Rctcntfan  and  dbpoaal:  Maintained  for  an  indefinite  period  of 
time. 

System  manngerts)  ami  adtfaeaa: 

1.  To  those  empbyees  under  supervisioo  of  the  General  Counsel 
-  General  Counsd,  NLRB;  1717  Pennsylvanb  Avenue,  N.W.; 
Washington,  O.C.  20570. 

2.  To  those  engrioyees  under  supervision  of  the  Board  -  Solicitor, 
NLRB;  1717  Penmylvanb  Avenue,  N.W.;  Washington,  D.C.  20570. 

Nodllcation  procedure: 

1.  Inquiries  from  current  NLRB  employees  on  whether  this 
system  contains  records  on  such  individuab  should  direct  such 
inquiry  to  their  supervisors. 

2.  Inquiries  from  individuab  other  than  current  NLRB  empbyees 
as  to  whether  thb  system  contains  records  on  such  individuals 
should  direct  such  inquiries  to  the  System  Manager  specified 
above. 

Record  acrrai  procedures: 

1 .  A  current  NLRB  empbyee  seeking  to  gain  access  to,  orto  con¬ 
test,  records  in  thb  system  pertaining  to  such  empbyee  should  con¬ 
tact  hb  or  her  supervisor. 

2.  An  individual  other  than  a  current  NLRB  eng>byee  seekii^  to 
gain  access  to,  or  to  contest,  records  in  thb  system  pertaining  to 
such  individual  shouM  contact  the  System  Manager  specified 
above. 

Record  soorce  categorbs;  Information  m  thb  system  b  obtained 
from  the  individual  to  whom  the  record  pertains;  Agency  officiids; 
affidavits,  statemenb,  and  record  testimooy  of  individuab;  and 
other  documenb  and  memoranda  relating  to  the  appeal,  grievance, 
or  congrlaint.  8 

System  name:  Health  Maintenance  Program  Records,  NLRB. 

System  location:  Security  and  Safety  Branch.  NLRB;  1717 
Pennsylvanb  Avenue,  N.W.;  Washington,  D.C.  2Q570. 

Categories  of  Indhidioih  covered  by  the  system:  Current  and 
former  NLRB  empbyees  participating  m  Agency  sponsored  health 
maintenance  programs,  such  as  blood  donor  program,  dbbetes 
tests,  glaucoma  tests,  and  similar  programs. 

Categories  of  records  hi  the  system:  Contains  individuab’  names 
and  dates  of  participation  in  health  mamtenance  programs,  and  the 
name  of  program  m  which  participated.  Abo,  for  blood  donor  pro¬ 
gram,  contains  social  security  nmnber.  donor  identification  number, 
home  address  and  telephone,  sex,  date  of  last  donation,  medica¬ 
tions  being  taken,  bb^  type,  whether  accepted  or  rejected  as 
donor,  and  information  rde^^t  to  the  above. 

Routine  uses  of  records  aminlalaed  fa  the  system,  Inrliidfag  catego¬ 
ries  of  uaers  and  the  parpusm  of  such  ases:  These  records,  or  infor¬ 
mation  therefrom,  are  disclosed: 

1 .  To  Agency  erffidab  and  empbyees  who  have  a  need  for  the 
records  or  informatioo: 

a.  In  the  adminbtration  of  voluntary  health  mamtenance  pro¬ 
grams. 

b.  As  a  data  source  for  productioo  of  summary  descriptive 
statistics  and  analytical  studies  in  support  of  the  fimetioo  for  which 
the  records  are  coBected  and  maintained  (without  personal  identifi¬ 
cation  of  individuab). 

2.  To  respond  to  general  requests  for  statbtical  information 
(without  personal  identification  of  individuab). 

3.  To  the  Internatboal  Red  Cross  insofar  as  the  records  or 
information  pertain  to  the  blood  donor  program. 

4.  To  the  U.S.  Department  of  Health,  Education  and  Welfare 
insofar  as  the  records  or  infornwtion  pertains  to  public 
health  service  programs  administered  by  that  Department. 
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Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Maintained  on  logs,  forms,  and  other  papers. 

Ketrievability:  By  program  name  and  within  each  program 
alphabetically  by  name. 

Safeguards;  Maintained  in  file  safe  within  the  office  of  the 
Security  and  Safety  Branch.  File  safe  remains  locked  except  during 
access  to  records.  E>uring  duty  hours,  file  safe  is  under  the  surveil¬ 
lance  of  personnel  charged  with  the  custody  of  the  records,  and 
after  duty  hours  is  behind  locked  doors.  Combination  is  known 
only  to  designated  members  of  Security  and  Safety  staff.  Access  is 
limited  to  personnel  who  have  a  need  for  access  to  perform  their 
official  functions. 

RetentHMi  and  disposal:  Retained  indefinitely. 

System  managcr(s)  and  address:  Chief,  Security  and  Safety 
Branch,  NLRB;  1717  Pennsylvania  Avenue,  N.W.;  Washington, 
D.C.  20570. 

Notifkatioa  procedure: 

1.  An  individual  inquiring  whether  this  system  conkiins  records 
on  such  individual  should  direct  such  inquiries  to  the  System 
Manager  specified  above. 

2.  In  determining  whether  this  system  contains  records  on  the 
inquirer,  the  following  information  is  required:  the  inqurier's  name 
and  the  particular  health  maintenance  program  about  which  inquiry 
is  being  made. 

Record  access  procedures; 

I.  An  individual  seeking  to  gain  access  to,  or  to  contest,  records 
in  this  system  pertaining  to  such  individual  should  contact  the 
System  Manager  specified  above. 

2. In  granting  access  to  records  in  this  system,  the  foUowing  infor¬ 
mation  is  required:  the  inquirer's  name  and  the  particular  health 
maintenance  program  aKmt  which  inquiry  is  being  made. 

Record  source  categories:  Information  submitted  by  individual;  of¬ 
ficials  of  the  servicing  Health  Units;  International  Red  Cross.  9' 
System  name:  Occupational  Injury  and  Illness  Records,  NLRB.  . 

System  location:  Security  and  Safety  Brunch,  NLRB;  1717 
Pennsylvania  Avenue,  N.W.;  Washington,  D.C.  20570. 

Each  Washington  and  Field  Office  is  authorized  to  maintain  co¬ 
pies  of  records  in  this  system.  See  the  attached  appendix  for  ad¬ 
dresses  of  Field  Offices. 

Categories  of  individuals  covered  by  the  system:  Current  and 
former  NLRB  emplooyees  who  lujve  reported  a  work-related  injury 
or  illness. 

Categories  of  records  in  the  system:  Contains  records  pertaining  to 
the  complete  history  of  the  employee’s  iKCupational  injury  or  ill¬ 
ness,  including  nay  doctors’  or  investigative  reports  submmitted, 
and  the  disposition  of  claims  for  compensation  filed  under  the 
Federal  Employees  Compensation  Act  and  information  relative 
thereto. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records,  or  infor¬ 
mation  therefrom,  are  disclosed: 

1 .  To  Agency  officiitls  and  empk>yces  who  have  a  need  for  the 
records  or  information: 

a.  In  processing  reports  of  (Kcupational  injury  or  illness  and 
claims  for  compensation  under  the  Federal  Employees  Compensa¬ 
tion  Act. 

b.  As  a  data  source  fur  mamigement  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  arc  collected  and  maintained, 
or  for  related  personnel  management  functions  or  manpower  stu¬ 
dies. 

2.  To  respond  to  general  requests  for  statistical  information 
(without  personal  identification  of  individuals). 

3>.  To  the  U.S.  Department  of  l.iihor  for  puiposes  of 
adjudicating  claims  for  compensation  under  the  Federal 
Employees  Compensation  Act. 

4.  To  the  U.S.  Department  of  Health.  Education  and  Welfare 
in  the  administration  of  public  health  services  programs. 

5.  To  a  court  of  competent  jurisdiction  for  adjudicating  claims 
arising  under  the  Federal  Employees  Compensation  Act. 

6.  To  an  investigator  utilized  by  the  Agency  to  obtain 
information  relevant  to  a  claim  arising  under  the  Federal 
Employees  Compensation  Act. 

7.  To  the  appropriate  agency,  whether  Federal,  state,  or  local, 
where  there  is  an  indication  of  a  violation  or  potential 


violation  of  law,  whether  civil,  criminal,  or  regulatory  in 
nature,  charged  with  the  responsibility  of  investigating  or 
prosecuting  such  violation  or  errforcing  or  implementing  the 
statute,  rule,  regulation,  or  order  issu^  pursuant  thereto. 

Policies  and  practices  for  staring,  retrieving,  aocessiag,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Maintained  on  forms  and  related  correspondence. 

Retrievabillty:  Alphabetically  by  tuune. 

Safeguards:  Maintained  in  a  ffle  safe  within  the  Security  and 
Safety  Office.  File  safe  remains  locked  except  during  access.  Dur¬ 
ing  duty  hours  file  safe  is  under  the  surveillance  of  personnel 
charged  with  the  custody  of  the  records,  and  after  duty  hours  is  be¬ 
hind  locked  doors.  Combination  is  known  only  to  designated  mem¬ 
bers  of  Security  and  Safety  staff.  Access  is  limited  to  personnel 
who  have  a  need  for  access  to  perform  their  official  functions. 

Retention  and  disposal:  Retained  indefinitely. 

System  nianager(s)  and  addrem:  Chief,  Security  tind  Safety 
Branch,  NLRB;  1717  Pennsylvania  Avenue,  N.W.;  Washington, 
D  C.  20570. 

See  the  attached  appendix  for  the  titles  and  addresses  of  officials 
at  other  locations  responsible  for  this  system  at  their  locations. 

Notification  procedure:  An  individual  inquiring  whether  this 
system  contains  a  record  on  such  individtial  should  direct  such 
inquiry  to  the  System  Manager  specified  above. 

Record  access  procedures:  An  individual  seeking  to  gain  access  to, 
or  to  contest,  records  in  this  system  pertaining  to  such  individual 
should  contact  the  System  Manager  specified  above. 

Record  source  categories:  Forms  completed  by  the  employee;  wit¬ 
nesses;  investigators;  employee’s  supevisor;  claims  examiners  of 
the  U.S.  Department  of  l.abor;  and  doctors’  statements,  if  any.  10 
System  name:  Pay  Records  -  Retirement,  NLRB. 

System  location:  Financial  Management  Branch,  NLRB;  1717 
Pennsylvania  Avenue,  N.W.;  Washington,  D.C.  20570. 

Categories  of  inflividuals  covered  1^  the  system:  Current  NLRB 
employees  under  the  Civil  Service  Retirement  System. 

Categories  of  records  in  the  system:  Contains  name;  previous 
name  if  any;  social  security  number;  sex;  birth  date;  entrance-on- 
duty  date;  employment  history,  including  prolonged  leave  without 
pay;  aitd  monetary  contributions  to  retirement  fund  made  during 
employment,  and  information  relevant  thereto. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records,  or  infor¬ 
mation  therefrom,  are  disclosed: 

1 .  To  Agency  officials  and  employees  who  have  a  need  for  the 
records  or  information: 

a.  To  administer  the  Civil  Service  Retirement  System  within  the 
Agency. 

b.  As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  are  collected  and  maintained, 
or  for  related  personnel  management  functions  or  manpower  stu¬ 
dies. 

2.  To  respond  to  general  requests  for  statistical  information 
(without  personal  identification  of  individuals). 

3.  To  the  U.S.  Civil  Service  Commission  for  administering  the 
Civil  Service  Retirement  System. 

4.  To  the  U.S.  (jeneral  Accounting  Office  for  audit  purposes. 

5.  To  the  appropriate  agency,  whether  Federal,  state,  or  local, 
where  there  is  an  indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal,  or  regulatory  in 
nature,  charged  with  the  responsibility  of  investigating  or 
prosecuting  such  violation  or  enforcing  or.  implementing  the 
statute,  rule,  regulation,  or  order  issu^  pursuant  thereto. 

Policies  and  practiem  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Maintained  on  employment  history  cards  and  source 
documents. 

Rctrievability:  By  organizational  unit  and  within  each  unit 
alphabetically  by  name. 

Safeguards:  Maintained  in  file  cabinets  withki  the  Payroll  and  Re¬ 
ports  Section  office.  Duriryt  duty  hours  file  cabinets  are  under  sur¬ 
veillance  of  persormel  charged  with  custody  of  the  records,  and 
after  duty  hours  are  behind  locked  doors.  Access  is  limited  to  per¬ 
sonnel  have  a  need  for  access  to  perform  their  official  func¬ 
tions. 
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RctantioB  and  cBspoaal:  Maintained  only  on  current  employees.. 
Transferred  to  the  U.S.  CivQ  Service  Commission  upon  termination 
of  service  with  the  Agency. 

System  managerfs)  and  address:  Finance  Officer,  NLRB;  1717 
Pennsylvania  Avenue,  N.W.;  Washington,  D.C.  20S70. 

NoUflcatioa  procedure: 

1.  An  individual  inquiring  whether  this  system  contains  a  record 
on  such  individual  should  direct  such  inquiries  to  the  System 
Manager  designated  above. 

2.  In  determining  whether  this  system  contains  records  on  the 
inquirer,  the  fcdlowing  information  is  required:  the  inquirer’s  name 
and  the  organizational  unit  in  which  currently  employed. 

Record  access  procedures: 

1.  An  individual  seeking  to  gain  access  to,  or  to  contest,  records 
in  this  system  pertaining  to  such  individual  should  contact  the 
System  Manager, 'specified  above. 

2.  In  granting  access  to  records  in  this  system,  the  following  in¬ 
formation  is  required:the  inquirer’s  name  and  the  year  about  which 
inquiry  is  being  made. 

Record  source  categories:  Personnel  Office,  timekeepers,  and  su¬ 
pervisors.  1 1  , 

System  name:  Payroll-Data  Processing  File,  NLRB. 

System  location:  Data  Systems  Branch.  NLRB;  1717  Pennsyl¬ 
vania  Avenue,  N.W.;  Washington,  D.C.  20570. 

Categories  of  individuals  covered  by  the  system:  Current  and 
former  employees  of  the  Agency. 

Categories  of  records  in  the  system:  Contains  the  name;  home  ad¬ 
dress;  payroll  identification  number;  organizational  unit  number; 
pay  grade  and  step;  annual  salary;  for  the  current  pay  period,  hours 
worked,  base  pay,  overtime  pay,  premium  pay,  and  miscellaneous 
pay;  and  for  the  current  pay  period  and  year  to  date,  gross 
earnings,  net  earnings,  and  all  withholdings  from  pay  including 
retirement,  taxes  (Federal,  state,  and  local),  FICA,  and  miscellane¬ 
ous  allotments  and  deductions. 

Routine  uses  of  records  maintained  in  the  mtem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records,  or  infor¬ 
mation  therefrom,  are  disclosed: 

1 .  To  Agency  officials  and  employees  who  have  a  need  for  the 
records  or  information: 

a.  In  providing  data  conversion  services  for  the  Agency. 

b.  As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  functions  for  which  the  records  are  collected  and  main¬ 
tained,  or  for  related  personnel  management  functions  or  man¬ 
power  studies. 

2.  To  respond  to  general  requests  for  statistical  information 
(without  personal  identification  of  individuals). 

3.  To  the  U.S.  Department  of  Treasury  for  preparation  and 
issuance  of  payroU  checks. 

Glides  and  practica  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Maintained  on  punched  data  processing  cards. 

Retrievability:  By  employee  payroll  identification  number  in  con¬ 
junction  with  organizational  unit  number  or  by  social  security 
number. 

Safeguards:  Maintained  in  card  file  containers  within  the  office  of 
the  Operations  Unit.  Data  Processing  Section.  During  duty  hours 
containers  are  under  surveillance  of  office  personnel  charged  with 
custody  of  the  records,  and  after  duty  hours  are  behind  locked 
doors.  Access  is  limited  to  personnel  who  have  a  need  for  access  to 
perform  their  official  functions.  Use  of  machine  for  information 
printouts  from  cards  is  restricted  to  designated  personnel. 

Rcteatiou  and  disposal:  Retained  and  disposed  of  in  accordance 
with  Federal  Property  Management  Regulations  of  U.S.  General 
Services  Administration  (FPMR  lOl-l  1.4). 

System  mauagerfs)  and  address:  Chief,  Data  Systems  Branch, 
NLRB;  1717  Pennsylvania  Avenue,  N.W.;  Washington.  D.C.  20570. 

Notificatfau  procedure:  An  individual  inquiring  whether  this 
system  contains  a  record  on  such  individual  should  direct  such 
inquiry  to  the  Finance  Officer.  1717  Pennsylvania  Avenue.  N.W., 
Washington,  D.C.  20570. 

Recoed  access  procedures:  An  individual  seeking  to  gain  access  to, 
or  to  contest,  records  in  this  system  pertaining  to  such  individual 
should  contact  the  Finance  Officer,  1717  Pennsylvania  Avenue. 
N.W.,  Washington.  D.C.  20570. 


Record  source  categories:  Forms  submitted  by  financial  Manage¬ 
ment  Branch,  NLRB.  12 

System  aaoM:  PayroO  -  Finance  Records,  NLRB. 

System  location:  Current  records  are  maintained  in:  Financial 
Managentent  Branch,  NLRB;  1717  Pennsylvania  Avenue.  N.W.; 
Washington,  D.C.  20S70. 

Inactive  records  are  stored  at  the  appropriate  Federal  records 
center  in  accordance  with  Federal  Property  Management  Regula¬ 
tions  of  the  U.S.  General  Services  Administration  (IT’MR  101-11.4). 

Categories  of  individuals  covered  by  the  system:  (Turrent  and 
former  employees  of  the  Agency. 

Categories  of  records  in  the  system:  Contains  name;  home  ad¬ 
dress;  payroll  identification .  number;  organizational  unit  number; 
pay  gra^  and  step;  aimual  salary;  for  the  current  pay  period,  hours 
worked,  base  pay,  overtime  pay,  premium  pay,  and  miscellaneous 
pay;  and  for  the  current  pay  period  and  year  to  date,  gross 
earnings,  net  earnings,  and  all  withhe^dings  from  pay  including 
retirement,  taxes  (Fedoal,  state,  and  local),  FICA,  and  miscellane¬ 
ous  allotments  and  deductions. 

Routine  uses  of  records  mafntahwd  to  the  system,  including  catego¬ 
ries  of  users  and  the  purpoacs  of  such  uses:  These  records,  or  infor¬ 
mation  therefrom,  are  disclosed: 

1 .  To  Agency  officials  and  emfdoyees  who  have  a  need  for  the 
records  or  information: 

a.  To  compile  payroll  records. 

b.  To  maintain  AgetKy  salary  and  expense  accounts. 

c.  As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  are  collected  and  maintained, 
or  for  related  personnel  management  functions  or  manpower  stu¬ 
dies. 

d.  To  transfer  information  from  the  records  to  the  individual  to 
whom  the  record  pertains. 

2.  To  respond  to  general  requests  for  statistical  information 
(without  persoiud  identification  of  individuals). 

3.  To  process  a  grievance,  appeal,  or  complaint. 

4.  To  the  U.S.  Department  of  the  Treasun  for  payroll 
purposes.  5.  To  the  U.S.  Civil  Service  (Toounission  for 
administering  pay,  leave,  and  retirement  programs  for 
Federal  Government  employees. 

6.  To  state  and  local  authorities  for  the  purposes  of  verifying 
tax  coOections,  unemi^yment  compensation  claims,  and 
administering  puUic  assistance  programs. 

7.  To  the  U.S.  Department  ot  He^th,  Education  and  Welfare 
for  the  administration  of  the  social  security  program. 

8.  To  the  U.S.  Department  of  Labor  for  processing  or 
adjudicating  claims  under  the  Federal  Employees 
Corporation  Act. 

9.  To  the  U.S.  General  Accounting  Office  for  audit  purposes. 

10.  To  the  appropriate  agency,  whether  Federal,  state,  or  local, 
where  thm  is  an  indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal,  or  regulatory  in 
nature,  charged  with  the  responsibility  of  investigatit^  or 
prosecuting  such  violation  or  enforcing  or  implementing  the 
statute,  rule,  regulation,  or  order  issu^  pursuant  thereto. 

Polkia  and  practiocs  for  atoriag,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Maintained  on  original  source  documents  except:  em¬ 
ployee  earning  ledgers  maintained  on  magnetic  strip  cards  and 
microfilm;  employee  net  pay  data  maintained  on  puiKh^  cards. 

RetrievaMUty:  Employee  payroO  file  maintained  chronologically 
by  year  and  within  each  year  alphabetically  by  name.  All  other 
payn^  records  maintained  cloomrfogically  by  year,  and  within  each 
year  by  organizational  unit,  and  wthin  «K:h  unit  alphabetically  by 
name. 

Safeguards:  Maintained  in  file  cabinets,  except  microfilm  is  main¬ 
tained  in  a  locked  fireproof  metal  erdanet.  During  duty  ^  hours 
cabinets  are  under  surveillance  of  personnel  charged  with  cqitody 
ot  the  records,  and  after  duty  hours  are  behind  Imked  dotxi.  Ac¬ 
cess  is  limited  to  personnel  having  a  need  for  access  to  perform 
their  official  functkms. 

Retention  and  disposal:  Payroll  records  retained  and  disposed  of 
in  accordance  with  the  applicaUe  General  Accounting  Office  and 
General  Services  Administration  reteitiioo  schedules.  Microfilm  and 
magnetic  strip  ledgers  are  maintained  for  56  years  after  the  last 
entry  of  data. 

System  nmnager(s)  and  addhress:  Finance  Officer,  NLRB;  1717 
Peimsylvania  Avenue,  N.W.;  Washington,  D.C.  20570. 
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NoUfkatioa  procedure: 

1.  An  individual  inquiring  whether  this  system  contains  a  record 
on  such  individual  should  direct  such  inquiry  to  the  System 
Manager  specified  above. 

2.  In  determining  whether  this  system  contains  records  on  the 
inquirer,the  following  information  is  required:  the  inquirer’s  name; 
the  year  about  which  inquiry  is  being  made;  and,  for  records  other 
than  the  payroll  file,  the  organizational  unit  or  units  in  which  em¬ 
ployed  during  that  year. 

Record  access  procedures: 

1.  An  individual  seeking  to  gain  access  to,  or  to  contest,  records 
in  this  system  pertaining  to  such  individual  should  contact  the 
System  Manager  specified  above. 

2.  In  granting  access  to  records  in  this  system,  the  following  in¬ 
formation  is  required:  the  inquirer’s  name;  the  year  about  which 
inquiry  is  being  made;  and,  for  records  other  than  the  payroll  file, 
the  organizational  unit  or  units  in  which  employed  during  that  year. 

Record  source  categories:  Documents  submitted  by  the  individual, 
the  personnel  office,  timekeepers,  and  supervisors;  U.S.  Civil  Ser¬ 
vice  Commission  bulletins;  taxing  authority  notices;  and  withhold¬ 
ing  authorizations.  13 

System  name:  Performance  Appraisals  -  Attorneys,  Board  Mem¬ 
bers’  Staffs,  Office  of  Solicitor,  NLRB. 

System  location:  Office  of  Kxecutive  Secretary,  NLRB;  1717 
Pennsylvania  Avenue,  N.W.;  Washington,  D.C.  20.S70. 

Categories  of  individuals  covered  by  the  system:  Currently  em¬ 
ployed  attorneys  t>n  Board  Members’  staffs  or  in  the  Office  of  the. 
Solicitor. 

Categories  of  records  in  the  system:  Contains  forms  completed  by 
supervisors  evaluating  performance  of  subordinates,  including  nar¬ 
rative  comments  and  recommendations  on  promotions. 

Routine  uses  of  rcH;urds  maintaini'd  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  or  infor¬ 
mation  therefrom  are  disclosed  to  Agency  officials  and  employees 
who  have  a  need  for  the  records  or  information  in  the  performance 
of  their  duties,  and  to  others  in  the  adjudication  of  an  appeal,  com¬ 
plaint,  or  grievance. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  On  performance  appraisal  forms. 

Retrievability:  Alphabetically  by  name. 

Safeguards:  Maintained  in  file  cabinets  in  the  Office  of  the  Ex¬ 
ecutive  Secretary.  During  duty  hours  cabinets  are  under  surveil¬ 
lance  of  personnel  charged  with  custody  of  tne  records  and  after 
duty  hours  are  behind  IcKked  doors.  Access  is  limited  to  personnel 
having  a  need  for  access  to  perform  their  official  functions. 

Retention  and  disposal:  Retained  only  while  individual  is  em¬ 
ployed  on  a  Board  Member’s  staff  or  in  the  Office  of  the  Solicitor. 

System  manageris)  and  address:  Deputy  Executive  Secretary, 
NLRB.  1717  Pennsylvania  Avenue,  N.W.;  Washington,  D.C.  20570. 

Notification  procedure:  An  individual  inquiring  whether  this 
system  contains  a  record  on  such  individual  should  direct  such 
inquir>'  to  the  ‘System  Manager'  specified  above. 

Record  access  procedures:  An  individual  seeking  to  gain  access  to, 
or  to  contest,  records  in  this  system  pertiiining  Xo  such  individual 
should  contact  the  ‘System  Manitger’  specified  abiwe. 

Record  source  categories:  Supervisors.  14 
System  name:  Prefiling  Communications,  NLRB. 

System  location:  Records  are  authorized  to  be  maintained  in  all 
Field  Offices  of  the  Agency,  at  the  addresses  listed  in  the  attached 
appendix,  and  Office  of  the  Genenil  Counsel  at  1717  Pennsylvania 
Avenue,  N.W.,  Washington,  D.C.  20570. 

Categories  of  individuals  covered  by  the  sy  stem:  Persons  who  have 
sought  assistance  regarding  pi>ssible  institution  of  an  unfair  labor 
practice,  representation,  or  other  civil  action  or  proceeding  before 
the  National  Labor  Relations  Board. 

Categories  of  records  in  the  system:  These  records,  consisting  of 
file  memoranda  detailing  the  substance  of  oral  communications,  let¬ 
ters  of  inquiry,  and  respimscs  thereto,  may  cont^n  information 
relating  to  an  individual’s  employment  history,  job  performance, 
earnings,  home  address,  telcplK>ne  number,  union  activity,  or  other 
information  relevant  >>  a  potential  action  or  proceeding  before  the 
National  Labor  Relations  Board. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 


1 .  These  records  or  information  therefrom  are  disclosed  to 
Agency  officials  and  employees  who  have  a  need  for  the 
rec<»ds  or  information  in  the  processing  of  cases  before  the 
Agency. 

2.  These  records  or  information  therefrom  may  be  referred, 
where  there  is  an  indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal,  or  regulatory  in 
nature,  to  the  ai^>ropriate  agency,  whether  Federal,  state,  or 
local,  charged  with  the  responsibility  of  investigating  or 
prosecuting  such  violation  or  charged  with  enforcing  or 
implementing  the  statute,  nde,  regulation,  or  order  issued 
pursuant  thereto. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Maintained  in  paper  form  in  file  folders. 

Retrievability:  Alphabetically  by  name.  , 

Safeguards:  Maintained  in  file  cabinets  in  the  nonpublic  area  of 
the  office  under  the  immediate  contit^  of  the  System  Manager. 
During  duty  hours  cabinets  are  under  surveillance  of  personnel 
charged  with  custody  of  the  records  and  after  duty  hours  are  be¬ 
hind  locked  doors. 

Retention  and  disposal:  In  the  event  a  civil  action  or  proceeding  is 
instituted  prior  to  the  record  being  destroyed,  the  record  is  placed 
in  the  case  file  which  is  not  indexed  by  the  name  of  the  individual. 
In  the  event  no  action  or  proceeding  is  instituted,  the  records  are 
destroyed  after  varying  periods  of  time;  however,  not  longer  than  2 
years. 

System  managerts)  and  address:  Cieneral  Counsel,  Nl.RB;  1717 
Pennsylvania  Avenue,  N.W.;  Washington,  D.C,  20570. 

See  the  attached  appendix  for  titles  and  addresses  of  offiebis 
responsible  for  this  system  at  their  locations. 

Notification  procedure:  An  individual  inquiring  whether  tliis 
system  contains  a  record  on  such  individual  should  direct  such 
inquiry  to  the  appropriate  Regional  Director,  Officer-in-Chaigc,  or 
Resident  Officer  of  the  Agency  office  where  the  individual  sought 
or  was  referred  to  for  assistance,  at  the  address  of  that  office 
specified  in  the  attached  appendix. 

Record  access  procedures:  An  individual  socking  togain  access  to, 
or  to  contest,  records  in  this  system  pertaining  to  such  individual 
should  c^mtact  the  appropriate  official  or  office  designated  under 
‘Notification.’ 

Record  source  categories:  Individual  who  seeks  assistance.  15 
Sj-stem  name:  Pix>gram  Measurement  System  Report.  NLRB., 

System  location:  Management  and  Audit  Branch,  NLRB;  1717 
Pennsylvania  Avenue,  N.W.;  Washington,  D.C.  20570. 

Categories  of  individuals  covered  by  the  system:  All  current  em¬ 
ployees,  supervisors,  and  branch  managers  in  the  Agency’s  Divi¬ 
sion  of  Administration. 

Categories  of  records  in  the  system:  Program  output  information 
on  administrative  support  programs  under  the  jurisdiction  of  the 
Agency’s  Division  of  Administration. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses;  These  records  or  infor¬ 
mation  therefrom  are  disclosed; 

1 .  To  Agency  officials  and  employees  who  have  a  need  for  the 
records  or  information; 

a.  In  measuring  administrative  program  outputs,  and  validating 
such  measurement. 

b.  As  a  basis  for  taking  personnel  actions  within  the  Division. 

c.  As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  functions  for  which  the  recftrds  are  collected  and  main¬ 
tained.  or  for  related  persormel  management  functions  or  man¬ 
power  studies. 

2.  To  respond  to  general  requests  for  statistical  information 
(without  personal  identification  of  iiKlividuals). 

Policies  and  practices  for  staring,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Maintained  on  forms  in  file  folders. 

Retrievability:  By  organization  unit. 

Safeguards:  Maintained  in  file  calnnets.  During  duty  hcHirs 
caNnets  are  under  the  surveillance  of  personnel  charged  with  the 
custody  of  such  recotxls,  and  after  duty  hours  are  behind  lcx:ked 
doors.  Access  is  limited  to  personnel  who  have  a  need  for  access  to 
perform  their  official  functions. 
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Rctcatioa  sad  dispani:  Forms  submitted  by  individuals  are 
retained  for  I  year.  Information  in  summary  form  not  individually 
identifiable  are  retained  indefinitely. 

System  nuuuicerts)  aad  addrcs:  Special  Assistant  to  Director  of 
Administration,  NUtB;  1717  Pennsylvania  Avenue.  N.W.; 
Washington,  D.C.  20570.  ~ 

NotificatioB  procedure:  An  individual  inquiring  whether  this 
system  contains  a  record  on  such  individual  should  contact  the 
‘System  Manager*  specified  above. 

Record  access  procedures:  An  individual  seeking  to  gain  access, 
or  to  contest,  records  in  this  system  pertaining  to  such  individual 
should  contact  the  ‘System  Manager'  specified  above. 

Record  source  categories:  Individual  to  whom  the  record  pertains. 

16 

System  name:  Promotion  Appraisals  Washington  -  Clericals  and 
Nonlegal  Professionals,  NLRB. 

System  locatkm:  Personnel  Branch,  NLRB;  1717  Pennsylvania 
Avenue,  N.W.;  Washington,  D.C.  20570. 

Categories  of  individuals  covered  by  the  system:  Applicants  for 
postings  for  nonlegal  professional  positions,  clerical  positions  in 
Washington,  and  for  field  positions  posted  and/or  evaluated  in 
Washington,  who  meet  the  minimum  standards  for  eligibility  for  the 
posted  position. 

Categories  of  records  in  the  system:  Contains  appraisals,  irwiuding 
narrative  comments,  on  applicants’  promotion  potential  for  the 
posted  positions. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  or  infor¬ 
mation  therefrom  are  disclosed  to  i^ency  officials  and  employees 
who  have  a  need  for  the  records  or  infiHmation: 

I .  To  evaluate  and  select  applicants  for  posted  positions. 

System  name:  2.  To  pri>cess  an  appeal,  complaint,  or  grievance. 

Policies  and  practices  for  .storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  On  pn^motion  appraisitl  forms,  letters,  or  memoranda. 

Retrievability:  Alphabetically  by  name. 

Safeguards:  Maintained  in  file  cabinet  in  Personnel  Branch.  lAir- 
ing  duty  hours  cabinets  are  under  surveillance  of  persimnel  charged 
with  cusU>dy  of  the  records,  and  after  duty  hiHirs  are  behind  locked 
doors.  Access  is  limited  to  personnel  having  a  need  for  access  to 
perform  their  officktl  functions. 

Retention  and  disposal:  Retained  and  disposed  of  in  accordance 
with  Federal  Personnel  Manual  instructions. 

System  manager(s)  and  address:  Chief,  Operations  Section;  Per¬ 
sonnel  Branch,  NLRB;  1717  Pennsylvania  Avenue.  N.W.;  Washing¬ 
ton.  D  C.  20570. 

Notification  procedure:  An  individual  inquiring  whether  this 
system  contains  a  record  on  such  individual  sln^uld  direct  such 
inquiry  to  the  System  Manager  specified  above. 

Record  access  procedures:  An  individual  seeking  to  gain  access  to. 
or  to  contest,  records  in  this  system  pertaining  to  such  individual 
should  contact  System  Manager  specified  above. 

Record  source  categories:  Supervisors.  17 
System  name:  Time  and  Attendance  Records.  NLRB. 

System  location:  Current  records  are  maintained  in:  Financial 
Management  Branch,  NLRB;  1717  Pennsylv.ania  Avenue,  N.W.; 
Washington.  D.C.  20570. 

Each  Washington  and  Field  Office  maintains  a  copy  of  time  and 
attendance  records  for  current  employees  in  th:U  office,  and  is 
authorized  to  retain  such  records  on  former  employees  of  that  of¬ 
fice.  See  the  attached  appendix  for  addresses  of  these  offices. 

Inactive  records  are  stored  at  the  appropriate  Federal  records 
center  in  accordance  with  Federal  Pritperty  Management  Regula¬ 
tions  at  the  U.S.  General  Services  Administratkm  (FPMR  101-11.4). 

Categories  of  iodividuals  covered  by  the  system:  Current  and 
former  employees  of  the  Agency. 

Categories  of  records  tai  the  system:  Contains  name;  home  ad¬ 
dress;  organizational  unit  numb^;  payroll  identification  number; 
entrance-on-duty  date;  time  worked,  including  regular  hours,  over¬ 
time,  compensatory  time,  and  premium  pay  status;  leave  earned 
and  used;  abseiKes  without  leave;  and  d^'tors’  certificates,  when 
required. 


Routine  uses  of  records  midtnlmd  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  or  infor¬ 
mation  therefrom  are  disclosed. 

1 .  To  Agency  i>fficials  and  employees  who  have  a  need  for  the 
records  or  information; 

a.  In  the  compilation  of  biweekly  payrolls. 

b.  To  maintain  leave  accounts. 

c.  As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  are  collected  and  maintained, 
or  for  related  personnel  management  functions  or  manpower  stu¬ 
dies. 

2.  To  respond  to  general  requests  for  statistical  information 
(without  personal  identification  of  individuals). 

3.  To  another  Federal  Govemmc:4  agency  in  connection  with 
the  transfer  of  an  NLRB  employee  to  that  agency. 

4.  To  the  U.S.  Civil  Service  Conrunission  for  administering  the 
Civil  Service  Retirement  System. 

5.  To  the  U.S.  General  Accounting  Office  for  audit  purposes. 

6.  To  another  Government  agency  or  private  organization  in 
connection  with  an  agreement  under  the  Intergovernmental 
Perst)nnel  Act. 

7.  To  the  U.S.  Department  of  I.abor  for  processing  or 
adjudicating  claims  under  the  Federal  Employees 
Con^nsation  Act. 

8.  To  the  apprtipriate  agency,  whether  Federal,  state,  or  local, 
where  there  is  an  indication  of  a  violation  or  potentiid 
violation  of  law,  whether  civil,  criminal,  or  regulatory  in 
nature,  charged  with  the  responsibility  of  investigating  or 
prosecuting  such  violation  or  enfirrcing  or  implementing  the 
statute,  rule,  regulation,  or  order  issued  pursuant  thereto. 

Polieies  and  practices  for  staring,  retrieving,  acvessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Maintained  on  Standard  -Form  1 1 .30  and  rekitcd  forms 
and  papers,  and  on  niicn>film. 

Retrievability:  Chroni>logicaIiy  by  year,  and  within  each  year  by 
organizatH>nal  unit,  and  within  each  unit  alpluibcticaliv  b\  name. 

Safeguards:  Original  Smwee.  dociunnndg  or  COpMS  tteicof  are 
mnintWind  m  9le  cabi—li.  MkipTilin  •  in  lodcorf 

firMocf  moBtl  egbingt.  Onriaa  d«i^  beuig  cnbindla  are  under 
vellUnce  of  pnfhennet  dMligcd  with  cuNody  of  the  Taca>dB,  and 
aher  <hRy  hoim  are  behind  locted  doMK.  AcccM  k  lia«Lad  %  per- 
Whiml  haviiiRa  need-far  acceta|e  perform  their  official  functions. 

Ketemion  and  disposal:  ReUtincHl  and  disposed  of  in  accurdiince 
with  Gener.il  Aceounting  Office  and  General  Services  Administni- 
tion  retention  schedules.  (>rigin;il  sinirco  documents  arc  retained 
within  the  Agency  for  3  years  ami  then  tninsferrvd  to  the  ap- 
pn>priaie  Federal  reetwd  center  f«>r  the  balance  of  the  retention 
period.  MkTi>film  reet>rds  are  maintained  within  the  Agency  for  the 
full  pcriiHl  specified  in  the  appntpriatc  retentum  schedule. 

System  managerts)  and  address:  Finance  Officer.  NLRB;  1717 
Pennsylvania  Avenue.  N.W.;  Washington,  D.C.  2U570. 

See  the  atbichcvl  appendix  for  the  titles  and  addresses  of  officials 
at  other  kx'ations  responsible  for  this  system  at  their  kK-ations. 

Notifk-alkm  procedure: 

1.  Current  NLRB  employees  inquiring  whether  this  system  con¬ 
tains  records  on  such  individualsshouki  direct  such  inquiries  to 
their  supervisors. 

2.  An  individual  other  than  a  current  NLRB  employee  inquiring 
whether  this  system  contains  a  record  on  such  iiidis  iduiJ  should 
direx't  such  inquiring  to  the  System  Manager  specified  aKive,  or  of¬ 
ficial  designated  under  ‘System  Manager*  as  responsibk'  for  this 
system  in  the  office  where  the  individual  was  previously  employed. 

3.  in  determining  whether  this  system  contains  records  on  the 
inquirer,  the  fuUowing  infiHirvitkm  is  required;  year  about  which 
inquiry  is  being  made,  and  inquirer’s  munc  and  organbatkinal  unit 
or  units  in  which  empkiyed  during  that  year. 

Record  accew  procedures: 

1.  An  individual  seeking  to  gain  access  to.  or  to  jeontest.  records 
in  this  system  pertaining  to  such  individual  should  contact  the  ap- 
pn>priate  official  or  office  designated  under  ‘Notification.* 

2.  In  granting  access  to  records  in  this  system,  the  following  in¬ 
formation  is  required:  year  about  which  inquiry  is  being  made,  and 
inquirer's  name  and  organizational  unit  or  units  in  which  employed 
during  that  yeau*. 

Record  source  categories:  Individual  to  whom  the  record  pertains, 
timekeeper  or  supervisor,  doctors'  statements. 
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CENTRAL  INTELLIGENCE  AGENCY 

[32  CFRPart  1901] 

PRIVACY  ACT  OF  1974 
Proposed  Implementation 

Notice  is  hereby  given  that  the  Cen¬ 
tral  Intelligence  Agency  proposes  to 
amend  Title  32,  Chapter  XIX,  Code  of 
Federal  Regulations  by  adding  a  new 
Part  1901  which  implements  the  pro¬ 
visions  of  sections  2  and  3  of  the  Privacy 
Act  of  1974  (Pub.  L.  93-579)  (hereinafter 
referred  to  as  the  “Act”) . 

The  proposed  regulations  establish 
policies  and  procedures  to  insure  the 
protection  of  individual  privacy  and  the 
accuracy  of  personally  identifiable  rec¬ 
ords  in  accordance  with  the  require¬ 
ments  of  the  Act.  In  addition  the  pro¬ 
posed  regulations  establish  procedures  by 
which  individuals  may  gain  access  to  rec¬ 
ords  identified  with  that  individual  and 
may  seek  amendment  or  correction  of 
such  records. 

The  proposed  regulations  further  es¬ 
tablish  policies  and  procedures  to  insure 
the  proper  disclosure  of  information  in 
such  records  in  accordance  with  the  pro¬ 
visions  of  the  Act. 

The  public  may  participate  in  this 
proposed  rulemaking  by  submitting  writ¬ 
ten  data,  views  or  arguments  on  the  pro¬ 
posed  regulations  to  the  Privacy  Act  Co¬ 
ordinator,  Central  Intelligence  Agency, 
Washington,  D.C.  20505  on  or  before  Sep¬ 
tember  15,  1975.  All  written  comments 
received  from  the  public  on  or  before 
that  date  will  be  considered  by  the 
Agency  in  formulating  its  final  regula¬ 
tions. 

Notice  is  hereby  given  that  it  is  pro¬ 
posed  to  make  the  final  regulations  effec¬ 
tive  September  27,  1975,  the  effective 
date  of  section  3,  Pub.  L.  93-579. 

These  regulations  are  the  exclusive 
means  by  which  individuals  may  request 
personally  identifiable  records  and  infor¬ 
mation  from  the  Central  Intelligence 
Agency. 

Title  32,  Chapter  XIX,  Code  of  Federal 
Regulations  is  prop>osed  to  be  amended 
by  establishing  a  new  Part  1901,  as 
follows: 

PART  1901.  PROTECTION  OF  RECORDS 
MAINTAINED  ON  INDIVIDUALS 

Sec. 

1901.1  Purpose  and  scope. 

1901.3  Definitions. 

1901.11  Procedures  for  requests  pertaining 
to  individual  records  in  a  record 
system. 

1901.13  Requirements  for  identification  of 
individuals  making  requests. 
1901.15  Disclosure  of  requested  Information 
to  individuals. 

1901.17  Appeal  of  determination  to  deny 
access  to  requested  record. 
1901.19  Special  procedures  for  disclosiue  of 
medical  and  psychological  records. 
1901.21  Request  for  correction  or  amend¬ 
ment  to  record. 

1901.23  Appeal  of  initial  adverse  agency  de¬ 
termination  on  correction  or 
amendment. 

1901.31  Disclosure  of  record  to  person  other 
than  the  individual  to  whom  it 
pertains. 

1901.41  Fees. 


Sec. 

1901.51  Penalties. 

1901.61  General  exemptions. 

1901.71  Specific  exemptions. 

Authority:  5  U.S.C.  552a;  5  U.S.C.  553. 

§  1901.1  Purpose  and  scope. 

(a)  This  proposed  regulation  is  pub¬ 
lished  pursuant  to  the  Privacy  Act  of 
1974  (5  U.S.C.  552a).  This  proposed  reg¬ 
ulation  establishes  procedures  by  which 
an  individual  may  request  notification  of 
whether  the  Central  Intelligence  Agency 
maintains  a  record  pertaining  to  him  in 
any  non-exempt  portion  of  a  system  of 
records  or  any  non-exempt  system  of 
records,  request  a  copy  of  such  record, 
request  that  the  record  be  amended,  ap¬ 
peal  any  initial  adverse  determination 
of  any  request  to  deny  access  to  or  amend 
a  record  and  submit  additional  data  to 
augment  or  correct  such  record.  The  pro¬ 
posed  regulation  further  specifies  those 
systems  of  records  or  portions  of  systems 
of  records  the  Director  has  determined 
to  exempt  from  the  procedures  estab¬ 
lished  by  this  regulation  and  from  cer¬ 
tain  provisions  of  the  Act. 

(b)  The  purpose  of  the  proposed  gen¬ 
eral  exemption,  in  the  instance  of  poly¬ 
graph  records,  is  to  prevent  access  and 
review  of  records  which  intimately  reveal 
a  CIA  security  method.  The  purpose  of 
the  proposed  general  exemption  from  the 
provisions  of  subsections  (c)  (3)  and  (e) 

(3) (A-D)  is  to  avoid  disclosures  that 
may  adversely  affect  ongoing  operational 
relationships  with  other  intelligence  and 
related  (R-ganlzations  and  thus  reveal  or 
Jeopardize  intelligence  sources  and 
methods  or  risk  exposure  of  intelligence 
sources  and  methods  in  the  processing  of 
covert  employment  applications. 

(c)  The  purpose  of  the  proposed  gen¬ 
eral  exemption  from  subsections  (d) ,  (e) 

(4) (G),  (f)(1)  and  (g)  of  the  Act  is  to 
protect  only  those  portions  of  systems  of 
records  which  if  revealed  would  risk  ex¬ 
posure  of  intelligence  sources  and  meth¬ 
ods  or  hamper  the  ability  of  the  CIA  to 
effectively  use  information  received  from 
other  agencies  or  foreign  services. 

(d)  It  should  be  noted  that  bv  subject¬ 
ing  information  which  would  consist  of, 
reveal  or  pertain  to  intelligence  sources 
and  methods  to  separate  determinations 
by  the  Director  of  Central  Intelligence 
under  §  1901.61  (c)  and  (d)  regarding  ac¬ 
cess  and  notice,  an  intent  is  established 
to  apply  the  exemption  from  access  and 
notice  only  in  those  cases  where  notice 
in  itself  would  constitute  a  revelation  of 
intelligence  sources  and  methods.  In  all 
cases  where  only  access  to  information 
would  reveal  such  source  or  method, 
notice  will  be  given  upon  request. 

(e)  The  purpose  of  the  proposed 
specific  exemptions  provided  for  imder 
section  (k)  of  the  Act  is  to  exempt  only 
those  portions  of  systems  of  records 
which  would  consist  of,  pertain  to  or  re¬ 
veal  that  information  which  is  enumer¬ 
ated  in  the  above  noted  section  (k). 

(f)  In  each  case,  the  Director  of  Cen¬ 
tral  Intelligence  has  determined  that 
the  enumerated  classes  of  information 
should  be  exempt  in  order  to  comply  with 
directives  in  Executive  Order  11652  deal¬ 


ing  with  the  proper  classification  of  na¬ 
tional  defense  or  foreign  policy  informa¬ 
tion;  protect  the  privacy  of  other  per¬ 
sons  who  supplied  information  under  an 
implied  or  express,  grant  of  confiden¬ 
tiality  in  the  case  of  law  enforcement  or 
employment  and  security  suitability  in¬ 
vestigations  or  promotion  material  in  the 
case  of  the  armed  services:  protect  in¬ 
formation  used  in  connection  with  as¬ 
sisting  in  protective  services  under  18 
U.S.C.  3056;  protecting  the  efficacy  of 
testing  materials;  and  protect  informa¬ 
tion  which  would  constitute  information 
required  by  statute  to  be  maintained  and 
used  solely  as  statistical  records. 

§  1901.3  Definitions. 

For  the  purposes  of  this  Part; 

(a)  "Agency”  means  each  authority  of 
the  United  States  Government  as  defined 
in  5  U.S.C.  552(e). 

(b)  “Individual”  means  a  citizen  of  the 
United  States  or  an  alien  lawfully  ad¬ 
mitted  for  permanent  residence  who  is 
a  living  being  and  to  whom  a  record 
might  pertain. 

(c)  “Maintain”  means  maintain,  col¬ 
lect,  use,  or  disseminate. 

(d)  “Record”  means  an  item,  collec¬ 
tion  or  grouping  of  information  about 
an  individual  that  is  maintained  by  the 
Central  Intelligence  Agency. 

(e)  “System  of  Records”  means  a 
group  of  any  records  imder  the  control 
of  the  Central  Intelligence  Agency  from 
which  records  are  retrieved  by  the  name 
of  the  individual  or  by  some  identifying 
number,  sjnnbol  or  other  identifying  par¬ 
ticular  assigned  to  the  individual. 

(f)  “Routine  use”  means  (with  respect 
to  the  disclosure  of  a  record)  the  use  of 
such  record  for  a  purpose  which  is  com¬ 
patible  with  the  purpose  for  which  the 
record  is  maintained. 

§  1901.11  Pp€»ccdure*  for  requests  per- 
taininK  to  individual  records  in  a 
record  system. 

(a)  An  individual  seeking  notification 
of  whether  a  system  of  records  contains 
a  record  pertaining  to  him  or  an  individ¬ 
ual  seeking  access  to  information  or  rec¬ 
ords  r>ertaining  to  him  which  is  avail¬ 
able  under  the  Act  shsdl  address  his 
request  in  writing  to  the  Privacy  Act 
Coordinator,  Central  Intelligence  Agency, 
Washington,  D.C.  20505. 

(b)  In  addition  to  meeting  the  identi¬ 
fication  requirements  set  forth  in 
S  1901.13  individuals  seeking  notification 
or  access  shall,  to  the  best  of  their  abil¬ 
ity,  describe  the  nature  of  the  record 
sought  and  the  system  in  which  it  is 
thought  to  be  included,  as  described  in 
the  Notices  of  Records  Systems  which  is 
published  in  the  August  28,  1975  issue  of 
the  Federal  Register. 

§  1901.13  Requirements  for  identifica¬ 
tion  of  individuals  making  requests. 

(a)  An  individual  seeking  access  to  or 
notification  of  the  existence  of  records 
about  himself  shall  provide  in  the  letter 
of  request  his  full  name,  address,  date  and 
place  of  birth  together  with  a  notarized 
statement  swearing  to  or  affirming  his 
identity.  If  it  is  determined  by  the  Pri¬ 
vacy  Act  Coordinator  that  this  informa- 
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tion  does  not  sufiBciently  identify  the  in¬ 
dividual,  the  Privacy  Act  Coordinator 
may  request  additional  identification 
from  the  individual  or  clarification  of 
information  submitted  by  the  individual. 

(b)  In  the  case  of  an  individual  who 
is  an  alien  lawfully  admitted  for  perma¬ 
nent  residence,  said  individual  shall  pro¬ 
vide,  in  addition  to  the  information  re¬ 
quired  under  paragraph  (a)  of  this  sec¬ 
tion,  his  or  her  Alien  Registration  num¬ 
ber. 

(c)  The  parent  or  guardian  of  a  minor 
or  a  person  judicially  determined  to  be 
inccunpetent  shall,  in  addition  to  estab¬ 
lishing  the  identity  of  the  minor  or  per¬ 
son  represented  as  required  in  paragraph 
ta)  or  (b)  of  this  section,  establish  evi¬ 
dence  of  such  parentage  or  guardianship 
by  providing  a  copy  of  the  minor’s  birth 
certificate  or  the  court  order  establish¬ 
ing  such  guardianship. 

§  1901.15  Disclosure  of  requested  infor¬ 
mation  to  individuals. 

(a)  Responses  to  requests  made  pur¬ 
suant  to  S  1901.11  will  be  made  promptly 
by  the  Privacy  Act  Coordinator. 

(b)  The  Privacy  Act  Coordinator  upon 
receipt  of  a  request  made  pursuant  to 
S. 1901.11  shall  refer  the  request  to  the 
responsible  components. 

( c )  The  responsible  components  shall : 

( 1 )  Determine  whether  a  record  exis,s ; 
and 

(2)  Determine  whether  access  may  be 
available  under  the  Act. 

(d)  The  res(>onsible  components  shall 
inform  the  Privacy  Act  Coordinator  of 
any  determination  made  pursuant  to 
paragraph  (c)  (1)  or  (2)  of  this  section. 
The  Privacy  Act  Coordinator  shall,  in 
turn,  notify  the  individual  of  the  deter¬ 
mination  and  shall  provide  copies  of  rec¬ 
ords  determined  to  be  accessible  if  copies 
have  been  requested.  In  the  event  that 
information  pertaining  to  the  individual 
in  a  CIA  record  system  was  received 
from  another  Federal  agency,  the  in¬ 
dividual  will  be  so  notified  and  that  in¬ 
formation  shall  be  referred  to  the  origi¬ 
nating  agency. 

(e)  If  a  determination  has  been  made 
not  to  give  access  to  requested  records 
the  Privacy  Act  Coordinator  shall  inform 
the  individual  of  the  reason  therefore 
and  the  right  of  appeal  of  this  deter¬ 
mination  by  the  responsible  components 
under  $  1901.17. 

(f )  This  section  shall  not  be  construed 
to  allow  access  to  information  deter¬ 
mined.  to  be  exempt  under  determina¬ 
tions  made  pursuant  to  5  U.S.C.  552a  (j> 
and  (k). 

§  1901.17  Appral  of  drl<Yminalion  to 
deny  access  to  requested  record. 

(a)  Any  individual  whose  request 
made  pursuant  to  S  1901.11  is  refused 
may  appeal  such  refusal  within  thirty 
days  of  receipt  of  notice  of  refusal. 

(b)  Appeals  shall  be  sent  in  writing 
to  the  Privacy  Act  Coordinator  and  shall 
identify  the  particular  record  system,  if 
possible,  which  is  the  subject  of  the 
appeal  and  shall  state  the  basis  for  the 
appeal. 
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(c)  The  Privacy  Act  Coordinator,  upon 
receipt  of  the  appeal  letter,  shall 
promptly  refer  the  appeal  to  the  Deputy 
DirectoiT'of  the  responsible  components 
and  shall  inform  the  Deputy  Directors 
of  the  date  of  receipt  of  the  appeal  and 
shall  request  the  Deputy  Directors  make 
a  determination  on  the  appeal  within 
thirty  days  (excluding  Saturdays.  Sun¬ 
days  or  legal  holidays) . 

(d)  The  Deputy  Directors  of  the  re¬ 
sponsible  components,  or  senior  officers 
designated  by  them,  shall  review  the 
initial  decision  to  deny  access  to  the 
requested  records  and  shall  inform  the 
Privacy  Act  Coordinator  of  the  review 
determination.  The  Privacy  Act  Co¬ 
ordinator  shall,  in  turn,  notify  the  In¬ 
dividual  of  the  result  of  the  determina¬ 
tion.  If  the  determination  reverses  the 
initial  denial,  the  Privacy  Act  Coordi¬ 
nator  shall  provide  copies  of  the  records 
requested.  If  the  determination  upholds 
the  initial  denial  the  Privacy  Act  Co¬ 
ordinator  shall  inform  the  in^vldual  of 
his  right  to  judicial  review  as  provided 
for  by  this  Part. 

§  1901.19  Special  procedures  for  disclo¬ 
sure  of  medical  and  psychological 
records. 

(a)  When  a  request  for  copies  of  med¬ 
ical  records  is  made  by  an  individual  and 
when  the  Privacy  Act  Coordinator  de¬ 
termines  that  such  medical  and  psycho¬ 
logical  records  are  not  exempt  from  dis¬ 
closure,  the  Privacy  Act  Coordinator, 
after  consultation  with  Director  of  Med¬ 
ical  Etervices,  may  determine  (1)  which 
medical  or  psychological  records  may  be 
sent  directly  to  the  requestor  and  (2) 
which  medical  or  psychological  records 
should  not  be  sent  directly  to  the  reques¬ 
tor  because  of  possible  harm  to  the  indi¬ 
vidual.  In  the  case  of  paragraph  (a)  (2) 
of  this  section,  the  Privacy  Act  Coordi¬ 
nator  shall  so  notify  the  requestor. 

(b)  When  a  determination  has  been 
made  not  to  make  medical  or  .psycho¬ 
logical  records  noted  in  paragraph  (a)  of 
this  section  available  to  the  individual 
the  Privacy  Act  Coordinator  shall  Inform 
the  individual  that  the  medical  or  psy¬ 
chological  record  will  be  made  available 
to  a  physician  of  the  individual’s  choice 
if  the  individual  specifically  requests. 
Upon  receipt  of  such  request  and  after 
proper  verification  of  the  identity  of  the 
physician,  the  Privacy  Act  Coordinator 
shall  send  such  records  to  the  named 
physician. 

§  1901.21  Request  for  correction  or 
amendment  of  record. 

(a)  An  individual  may  request  amend¬ 
ment  or  correction  of  a  record  pertaining 
to  him  by  addressing  such  request  by 
mail  to  the  Privacy  Act  Coordinator, 
Central  Intelligence  Agency.  Washing¬ 
ton.  D.C.  20505.  The  request  shall  iden¬ 
tify  the  particular  record  the  individual 
wishes  to  amend  or  correct,  the  nature 
of  the  correction  or  amendment  sought, 
and  a  justification  for  such  correction  or 
amendment. 

(b)  Within  ten  days  of  receipt  of  the 
request  by  the  Privacy  Act  Coordinator 
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(excluding  Saturdays.  Sundays  and  legal 
holidays)  the  Privacy  Act  Coordinator 
shall  acknowledge  receipt  of  the  request. 

(c)  The  Privacy  Act  Coordinator  shall 
refer  such  requests  to  the  components 
responsible  for  the  record  upon  receipt 
of  such  request,  shall  advise  the  respon¬ 
sible  components  of  the  date  of  receipt 
and  shall  request  that  the  responsible 
components  make  an  initial  determina¬ 
tion  on  such  request  within  thirty  days 
of  receipt  (excluding  Saturds^s,  Sundays 
and  legal  holidays) . 

(d)  The  responsible  components  shall: 

(1)  Make  any  correction  or  amend¬ 
ment  to  any  portion  of  the  record  which 
the  individual  believes  is  not  accurate, 
relevant,  timely  or  complete  and  shall 
inform  the  Privacy  Act  Coordinator  of 
this  action,  and  the  Privacy  Act  Coordi¬ 
nator  shall,  in  turn,  promptly  inform  the 
requestor:  or 

(2)  Determine  that  the  requested  cor¬ 
rection  or  amendment  will  not  be  made 
and  shall  so  inform  the  Privacy  Act  Co¬ 
ordinator  who.  in  turn,  shall  promptly 
inform  the  individual,  setting  out  the 
reasons  for  the  refusal  and  advising  the 
individual  of  the  right  of  appeal  to  Depu¬ 
ty  Directors  of  the  responsible  compo¬ 
nents  under  §  1901.23. 

§  1901.23  Appeal  of  initial  adverse 
agency  determination  on  correction 
or  amendment. 

(a)  Any  individual  whose  request  made 
pursuant  to  §  190i.21  is  refused  may  ap¬ 
peal  such  refusal  within  thirty  days  of 
receipt  of  notice  of  refusal. 

(b)  Appeals  shall  be  sent  in  writing  to 
the  Privacy  Act  Coordinator  and  shall 
identify  the  particular  record  which  is 
the  subject  of  the  appeal  and  shall  state 
the  basis  for  the  appeal. 

(c)  The  Privacy  Act  C<x»tlinator.  upem 
receipt  of  the  appeal  letter,  shall  prompt¬ 
ly  refer  the  app^  to  the  Deputv  Direc¬ 
tors  of  the  responsible  components  and 
shall  inform  the  Deputy  Dirrotors  of  the 
date  of  receipt  the  appeal  and  shall 
direct  that  the  Deputy  Directors  make  a 
determination  on  the  appeal  within 
thirty  days  (excluding  Saturdays,  Sun¬ 
days  or  legal  holidays) . 

(d)  The  Deputy  Directors  of  the  re¬ 
sponsible  components,  or  senior  officers 
designated  by  them,  shall  determine 
whether  or  not  to  amend  the  record  and 
shall  inform  the  Privacy  Act  Coordinator 
of  the  determination.  The  Privacy  Act 
Coordinator  shall,  in  turn,  notify  Uie 
individual  of  the  resxilt  of  the  determina¬ 
tion,  and  inform  the  individual  of  his 
right  to  submit  a  statement  pursuant  to 
paragraph  (e)  of  this  section  or  to  judi¬ 
cial  review  as  provided  for  in  this  Part. 

(e)  If  on  appeal  the  refusal  to  amend 
or  correct  the  record  is  upheld,  the  in¬ 
dividual  may  file  a  concise  statement  set¬ 
ting  forth  the  reasons  for  his  disagree¬ 
ment  with  the  determinatiMi.  'Diis  state¬ 
ment  shall  be  sent  to  the  Privacy  Act 
Coordinator.  Central  Intelligence  Agen¬ 
cy.  Washington.  D.C.  20505  within  thirty 
days  of  notification  of  refusal  to  correct 
or  amend  the  record. 

(f)  The  Director  of  Central  Intelli¬ 
gence  may  extend  up  to  thirty  days  the 
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time  period  prescribed  in  paragraph  (c) 
of  tills  section  within  which  to  make  a 
determination  on  an  appeal  from  a  re¬ 
fusal  to  amend  or  correct  a  record  if  it 
is  found  that  a  fair  and  equitable  review 
cannot  be  completed  w'ithin  the  pre¬ 
scribed  time. 

§  1901.31  Disclosure  of  a  record  to  a 
person  other  than  the  individual  to 
whom  it  pertains. 

(а)  No  record  which  is  within  a  sys¬ 
tem  of  records  shall  be  disclosed  by  any 
means  of  communication  to  any  per¬ 
son,  or  to  another  agency,  except  pur¬ 
suant  to  a  written  request  by,  or  with  the 
prior -written  consent  of,  the  individual 
to  whom  the  record  pertains,  unless  dis¬ 
closure  of  the  record  would  be: 

(1)  To  those  officers  and  employees  of 
the  agency  which  maintains  the  record 
who  have  a  need  for  the  record  in  the 
performance  of  their  duties; 

(2)  Required  imder  5  U.S.C.  552. 

(3)  For  a  routine  use  as  defined  in 
section  1901.3(f),  as  contained  in  the 
Notice  of  Systems  published  in  the  Fed¬ 
eral  Register  of  August  28,  1975  and  as 
described  in  subsection  (e)  (4)  (D)  of  the 
Act. 

(4)  To  the  Bureau  of  the  Census  for 
purposes  of  planning  or  carrying  out  a 
census  or  survey  or  related  activity  pur¬ 
suant  to  the  provisions  of  title  13; 

(5)  To  a  recipient  who  has  provided 
the  agency  with  advance  adequate  writ¬ 
ten  assurance  that  the  record  will  be 
used  solely  as  a  statistical  research  or  re¬ 
porting  record,  and  the  record  is  to  be 
transferred  In  a  form  that  is  not  in¬ 
dividually  identifiable; 

(б)  To  the  National  Archives  of  the 
United  States  as  a  record  which  has  suffi¬ 
cient  historical  or  other  value  to  warrant 
Its  continued  preservation  by  the  United 
States  Government,  or  for  evaluation  by 
the  Administrator  of  General  Services 
or  his  designee  to  determine  whether  toe 
record  has  such  value; 

(7)  To  another  agency  or  to  an  instru¬ 
mentality  of  any  governmental  Jurisdic¬ 
tion  within  or  under  toe  control  of  toe 
United  States  for  a  civil  or  criminal  law 
enforcement  activity  if  the  activity  is 
authorized  by  law,  and  if  the  head  of 
toe  agency  or  instrumentality  has  made 
a  written  request  to  the  agency  which 
maintains  the  record  specifying  the  par¬ 
ticular  portion  desired  and  toe  law  en¬ 
forcement  activity  for  which  the  record 
is  sought; 

(8)  To  a  person  pursuant  to  a  showing 
of  compelling  circumstances  affecting  the 
health  or  safety  of  an  individual  if  upon 
such  disclosure  notification  is  trans¬ 
mitted  to  the  last  known  address  of  such 
individual; 

(9)  To  either  House  of  Congress,  or,  to 
the  extent  of  matter  within  its  jurisdic¬ 
tion,  any  committee  or  subcommittee 
thereof,  any  joint  committee  of  Congress 
or  subcommittee  of  any  such  joint 
committee; 

(10)  To  the  ComptfoUer  General,  or 
any  of  his  authorized  representatives,  in 
toe  course  of  the  performance  of  toe 
duties  of  the  General  Accounting  Office; 
or 


(11)  Pursuant  to  the  order  of  a  court 
of  competent  jurisdiction. 

§  1901.41  Fees. 

(a)  No  fee  shall  be  charged  lor  the 
provision  of  copies  of  records  requested 
imder  toe  Privacy  Act  (5  U.S.C.  552a). 

§  1901.51  Penalties. 

(a)  Criminal  penalties  may  be  imposed 
against  any  officer  or  employee  of  the 
CIA  who,  by  virtue  of  his  employment, 
has  possession  of,  or  access  to.  Agency 
records  which  contain  information  iden¬ 
tifiable  with  an  individual,  the  disclosure 
of  which  is  prohibited  by  toe  Act  or  by 
these  rules,  and  who  knowing  that  dis¬ 
closure  of  the  specific  material  is  so  pro¬ 
hibited,  willfully  discloses  the  material 
in  any  manner  to  any  person  or  agency 
not  entitled  to  receive  it. 

(b)  Criminal  penalties  mav  be  imposed 
against  cmy  officer  or  employee  of  the 
CIA  who  willfully  maintaiiis  a  system  of 
records  without  meeting  the  require¬ 
ments  of  subsection  (e)  (4)  of  the  Act 
(5  U.S.C.  552a(e)  (4) ) . 

(c)  Criminal  penalties  may  be  imposed 
upon  any  person  who  knowingly  and 
willfully  requests  or  obtains  any  record 
concerning  an  Individual  from  toe  CIA 
under  false  pretenses. 

§  1901.61  General  exemptions. 

(a)  Pursuant  to  authority  granted  in 
section  (j)  of  the  Act  (5  U.S.C.  552a(j)) 
the  Director  of  Central  Intelligence  has 
determined  to  exempt  from  all  sections 
of  the  Act  except  552a(b),  (c)(1)  and 

(2) ,  (e)(1)  (4)  (A)  through  (F),  (e)(5), 
(6),  (7),  (9),  (10),  and  (11),  and  (i)  toe 
following  systems  of  records  or  portions 
of  records  in  a  system  of  record; 

(1)  Polygraph  records. 

(b)  Pursuant  to  authority  granted  in 
section  (j)  of  the  Act  toe  Director  of 
Central  Intelligence  has  determined  to 
exempt  from  subsections  (c)  (3)  and  (e) 

(3)  (A  through  D)  of  the  Act  all  systems 
of  records  maintained  by  the  CIA. 

(c)  Pursuant  to  authority  granted  in 
subsection  (j)  of  the  Act  the  Director  of 
Central  Intelligence  has  determined  to 
exempt  from  notification  under  subsec¬ 
tions  (e)(4)(G)  and  (f)(1)  those  por¬ 
tions  of  each  and  all  systems  of  records 
which  have  b^n  exempted  from  individ¬ 
ual  access  under  subsection  (j).  in  those 
cases  where  the  Privacy  Act  Coordinator 
determines  after  advice  by  the  responsi¬ 
ble  components,  that  confirmation  of  the 
existence  of  a  record  may  jeopardize 
intelligence  sources  and  meth<^.  In 
such  cases  the  CIA  may  choose  to  neither 
confirm  nor  deny  the  existence  of  the 
record  and  may  advise  the  individual 
that  there  is  no  record  which  is  available 
to  him  pursuant  to  the  Privacy  Act  of 
1974. 

(d)  Pursuant  to  authority  granted  in 
subsection  (j)  of  the  Act  the  Director  of 
Central  Intelligence  has  determined  to 
exempt  from  access  by  individuals  under 
subsection  (d)  of  the  Act  those  portions 
and  only  those  portions  of  all  sirstems  of 
records  maintained  by  the  CIA  that; 

(1)  Consist  of,  pertain  to.^or  would 
otherwise  reveal  intelligence  sources  and 
methods 


(2)  Consist  of  documents  or  informa¬ 
tion  provided  by  foreign,  federal,  state, 
or  other  public  agencies  or  authorities. 

(e)  Pursuant  to  authority  granted  in 
subsection  (j)  of  the  Act  the  Director  of 
Cential  Intelligence  has  determined  to 
exempt  from  judicial  review  under  sub¬ 
section  (g)  of  the  Act  all  determinations 
to  deny  access  under  section  (d)  of  the 
Act  and  all  decisions  to  deny  notice 
under  subsections  (er(4)(G)  and  (f)(1) 
of  the  Act  pursuant  to  determination 
made  under  paragraph  (c)  of  this  sec¬ 
tion  when  it  has  been  determined  by  an 
appropriate  official  of  the  CIA  that  such 
access  would  disclose  information  which 
would; 

(1)  Consist  of,  pertain  to  or  otherwise 
reveal  intelligence  sources  and  methods; 

(2)  Consist  of  documents  or  informa¬ 
tion  provided  by  foreign,  federal,  state, 
or  other  public  agencies  or  authorities. 

§1901.71  Specific  exemptions. 

(a)  Pursuant  to  authority  granted  in 
subsection  (k)  of  the  Act  (5  U.S.C.  552a 
(k) )  the  Director  of  Central  Intelligence 
has  determined  to  exempt  from  subsec¬ 
tion  (d)  those  portions  and  only  those 
portions  of  all  systems  of  records  main- 
tahied  by  the  CIA  that  would  consist  of, 
pertain  to  or  would  otherwise  reveal  in¬ 
formation  that  is; 

(1)  Subject  to  the  provisions  of  sec¬ 
tion  552(b)  (1)  of  Title  5  U.S.C.; 

(2)  Investigatory  material  compiled 
for  law  enforcement  purposes,  other 
than  material  within  the  scope  of  sub¬ 
section  (j)  (2)  of  the  Act;'  provided,  how¬ 
ever.  That  if  any  individual  is  denied  any 
right,  privilege,  or  benefit  that  he  would 
otherwise  be  eligible,  as  a  result  of  the 
maintenance  of  such  material,  such 
material  shall  be  provided  to  such  in¬ 
dividual,  except  to  the  extent  that  the 
disclosure  of  such  material  would  reveal 
the  identity  of  a  source  who  furnished 
the  information  to  the  Government 
under  an  express  promise  that  the 
identity  of  the  source  would  be  held  in 
confidence,  or,  prior  to  the  effective  date 
of  this  section,  under  an  implied  promise 
that  the  identity  of  the  source  would  be 
held  in  confidence; 

(3)  Maintained  in  connection  with 
providing  protective  services  to  the  Pres¬ 
ident  of  the  United  States  or  other  in¬ 
dividuals  pursuant  to  section  3056  of 
title  18; 

(4)  Required  by  statute  to  be  main¬ 
tained  and  used  solely  as  statistical  rec¬ 
ords; 

(5)  Investigatory  material  compiled 
solely  for  the  purpose  of  determining 
suitability,  eligibility,  or  qualifications 
for  Federal  civilian  employment,  mili¬ 
tary  service.  Federal  contracts,  or  access 
to  classified  information,  but  only  to  the 
extent  that  the  disclosure  of  such  mate¬ 
rial  would  reveal  the  identity  of  a  source 
who  furnished  information  to  the  Gov¬ 
ernment  under  an  express  promise  that 
the  identity  of  the  source  would  be  held 
in  confidence,  or.  prior  to  the  effective 
date  of  this  section,  under  an  implied 
promise  that  the  identity  of  the  source 
would  be  held  in  confidence; 

.  (6)  Testing  or  examination  material 
used  solely  to  determine  individual  qual- 
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ifications  for  appointment  or  promotion 
in  the  Federal  service  the  disclosure  of  y 
which  would  compromise  the  objectivity 
or  fairness  of  the  testing  or  examination  n 
process;  or 

(7)  Evaluation  material  used  to  de¬ 
termine  potential  for  promotion  in  the 
armed  services,  but  o^  to  the  extent 
that  the  disclosiire  of  such  material 
would  reveal  the  identity  of  a  source  who  s 
furnished  information  to  the  Govern¬ 
ment  under  an  express  promise  that  the 
identity  of  the  source  woidd  be  held  in 
confidence,  or,  prior  to  the  effective  date 
of  this  section,  imder  an  implied  promise 
that  the  identity  of  the  source  would  be 
held  in  confidence.  > 

John  F.  Blake, 

Deputy  Director  for 
Administration. 


ADOmON  TO  STATEMENT  OF  GENERAL 
ROUTINE  USES  OF  SYSTEMS  OF 
RECORDS: 

The  following  paragraph  should  be 
added  to  the  statement  of  General  Rou¬ 
tine  uses  which  prec^es  the  notice  of 
systems  of  records  maintained  by  CIA: 

5.  A  record  from  this  system  of  records 
may  be  disclosed  to  the  Office  of  Manage¬ 
ment  and  Budget  in  connection  with  the 
review  of  private  release  legislation  as  set 
forth  in  QMB  Circular  No.  A-19  at  any 
stage  of  the  legislative  coordination  and 
clearance  process  as  set  forth  in  that 
Circular. 
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IntelHgence  in  PiMic  Literetufc  File — CIA-41 
I  imgiiagr  Leaning  Center  Student  PQes— vdA-9 

I.anguagf  Qualificatiotts  Regiater — CIA-10 
Ijcgii  SuHect  Records — CIA-S 
liaison  Contact  Files — CIA-53 

Library  Open  Literature  Ready  Reference  1% — CIA-42 
Logiatics  Security  Clearance  Records— 4nA-20 
Manpower  Cooti^  System — CIA-29 
Medical  Fapflities  and  Physicians — CIA-36 
Modem  I  .anguage  Aptitu^  Test  Scores  (MLAT) — CIA-1 1 
Occupational  Accident  Report  Records — CIA-S5 
Off-Campus  Instructor  Andkant  Files — CIA-7 
Office  of  Joint  Con^aiter  Support  Training  and  Skills 
Inventory — CIA-2 
Parking  Permit  F3es — CIA-16 
Personal  Property  Oahns  Records — CIA-18 
Polygraph  Files--CIA-23 
Prr^y  Act  Requesters — CIA-21 
Private  Attorney  Panel — CIA-4 

Professors  and  Placement  Officers  of  Selected  Crrileges — CLA- 


CENTRAL  INTELLIGENCE  AGENCY 
Privacy  Act  of  1974 
Notice  of  Systems  of  Records 

Notice  is  hereby  given  that  the  Central  Intelligence  Agency  in  ac¬ 
cordance  with  5  U.S.C.  552a(eX4)  and  (11),  Section  3  of  the  Privacy 
Act  of  1974  (Public  Law  93-579),  proposes  to  adopt  the  notice  of 
systems  of  records  set  forth  below.  Any  person  interested  in  this 
notice  may  submit  written  data,  views,  or  arguments  to  the  Privacy 
Act  Coordinator,  Central  Intelligence  Agency,  Washington,  D.C. 
20505,  on  or  before  September  15,  1975.  An  written  comments 
received  from  the  public  through  such  date  wiU  be  considered  by 
the  Central  Intelligence  Agency  before  adopting  a  final  notice. 

Effective  date.  1^  notice  shaD  be  effective  August  28,  1975. 

Dated:  August  21 ,  1975. 

JOHN  F.  BLAKE 
Deputy  Director  for  Adounistntioa 


STATEMENT  OF  GENERAL  ROUTINE  USES 

The  following  routine  uses  apply  to,  and  are  incorporated  by 
reference  into,  each  system  of  records  set  forth  below. 

1.  In  the  event  that  a  system  of  records  maintained  by  the  Cen¬ 
tral  Intelligence  Agency  to  carry  out  its  functions  indicates  a  viola¬ 
tion  or  potential  violation  of  law,  whether  civil,  crimitud  or  regula¬ 
tory  in  nature,  and  whether  arising  by  general  statute  or  particular 
program  pursuant  thereto,  the  relevant  records  in  the  system  oi 
records  may  be  referred,  as  a  routine  use,  to  the  appropriate  agen¬ 
cy,  whether  Federal,  state,  local  or  fore^n,  charged  with  the 
responsibility  of  investigating  or  prosecuting  such  violation  or 
charged  with  enforcing  or  imidementing  the  statute,  or  rule,  r^ula- 
tion  or  order  issued  pursuant  thereto. 

2.  A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  to  a  Federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  (rther  per¬ 
tinent  information,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  a  Central  Intelligence  Agency  decision  con¬ 
cerning  the  hiring  or  retention  of  an  employee,  the  issuance  oi  a 
security  clearance,  or  the  letting  of  a  contract. 

3.  A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  to  a  Federal  agency,  in  response  to  its  request,  in  con¬ 
nection  with  the  hiring  or  retention  of  an  employee,  the  issuance  of 
a  security  clearance,  the  reportmg  of  an  investigation  of  an  em- 
idoyee,  t^  letting  of  a  contract,  or  the  issuance  of  a  license,  grant, 
or  other  benefit  by  the  requesting  agency,  to  the  extent  that  the  in¬ 
formation  is  relevant  and  necessary  to  the  requestirtg  agency’s  deci¬ 
sion  on  the  matter. 

4.  A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court,  magb- 
trate  or  administrative  tribunal,  including  disclosures  to  opposing 
counsel  in  the  course  of  settlement  negotiations. 

TABLE  OF  CXJNTENTS 

RECORD  SYSTEM 
Academic  Relations  File — CIA-46 
Agency  Training  Record — CIA-2 
AppUcant  Files — CIA-30 
Applications  Division  Tracking  System — CIA-1 
Briefing  Program  File — CIA-43 
Career  Trainee  Files — CIA-6 
Central  Badge  System— CIA-54 
CIA  Authors  Fik — (TA-40 

Clinical  and  Psychiatric  Files  (Applicants) — CIA-35 
Clinical  and  Psychiatric  Files  (Employees) — CTA-34 
Computer  Access  File— CIA-3 
Congressional  Liaison  Records — CIA-38 
Consultant  and  IndepetKlent  Contractor  Records — ClA-32 
Current  Em|4oyees  and  Former  Employees  (official  Persotmel 
files  and  records  related  thereto) — ClA-31 
Cryptt^raphic  Access  File — CIA-48 
Di^torate  of  Operations  Records  System — ClA-49 
Employee  Chicvance  Folders — CTA-15 

,  Equal  Employment  Opportunity  Complainant  Records — ClA-14 
Equipment  and  Supjdies  Accountability  Records — CnA-19 
External  Training  Files — CIA-12 
Foreign  Map  Source  Files — CIA-44 
Financial  Records — CIA-50 
Freedom  of  Iitformation  Act  Requesters — CIA-22 
Guest  Speakers — ClA-13 


Rro^>ective  Contributors  for  the  Crdlection  of  Foreign 
IntdUgence — CIA-33 
Psychological  Test  Data  Files — CIA-37 
PtrtJications  about  CIA— CIA-39 
Security  Analysis  Records — ClA-56 
Security  Duty  Office  Events  Reports— CIA-51 
Security  Records— CIA-57 
Soviet-U.S.  Contacts  File — CIA-45 
^>ecial  Clearance  System — CIA-52 
Supplemental  Personnel  (Soff)  Files — (nA-24 
Supidemental  Perscmiiel  (S<^)  Files — CIA-25 
Siqipleineiital  Persoruid  (Soft)  Files — CIA-26 
Supplemental  Personnel  (Soft)  Files — CIA-27 
Sui^demental  Personnel  (Soft)  Files — CIA-28 
Vdiicle  Operators  Rle — CIA-17 

'  CIA— 1. 

System  name:  Applications  Diviskm  Tracking  System. 

Sybem  Wnrtnn: 

(Central  Intelligence  AgeiKy 
Washington,  D.C.  20505. 

# 

Categmies  el  IndividBalB  covered  by  the  system:  Agency  and  con¬ 
tract  emfdoyees,  engdoyees  of  contractor  supporting  Office  of  Joint 
Computer  Support,  currently  or  formerly  assigned  to  computer 
serftware  devdt^mient  or  maintenance  projects  in  AppUcatkms 
Division. 

Categories  of  records  in  the  system:  Documentation  of  hours 
logged  on  each  assigned  programniing  or  overhead  project. 

Authority  Isr  nudutcnance  of  the  system:  Section  506(a),  Federal 
Records  Act  (rf  1950  (44  U.S.C.,  Section  3101). 

Routtne  uses  of  records  majutaiaed  In  the  system,  includiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Applications 
Division  staff  for  periodic  rq>orting  to  ^iphcations  Division 
management  man-hours  expended  to  develop  assigned  programming 
projects  and  overhead  horns.  Used  for  tracking  the  usage  and 
scheduling  of  all  resources  for  developmg  software. 

Used  to  substantiate  hours  spent  by  contractqi^  personnel  on  bil¬ 
lable  contractual  activity. 

PoHdes  and  praetkes  lor  storhig,  ictrieviBg,  accessing,  retaining, 
and  dhpadng  of  records  in  the  sytem: 

Storage:  Magnetic  disk. 

Rctrievabilily:  Name  and  employee  number. 

SniegiiM-df  Limited  to  specifically  designated  and  cleared  per¬ 
sonnel 

ReUntioii  and  disposal:  Records  are  erased  when  hours  of  activity 
are  no  longer  needed  by  management. 


Director,  Office  of  Joint  Computer  Support 
Central  Intdhgence  AgetKy 
Washington,  D.C.  20505. 

NoHHcutton  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Ck>ordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 


CBITIAL  INTBUGENCE  AGENCY 


Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rrdes. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contestfav  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correctioa  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Agency  employees,  contract  employees, 
employees  of  contractor  support^' the  Office  of  Joint  Computer 
Support. 

CIA— 2. 

System  nanre:  Office  of  Joint  Conqniter  Support  Training  and  Skflls 
Inventory. 

System  location: 

Central  Intdhgence  Agency 
Washington.  D.C.  20S0S. 

Categories  of  individnals  covered  by  the  systcas:  Employees,  con¬ 
tract  employees,  and  employees  of  contractors  assigned  to  the  Of¬ 
fice  of  Joint  Computer  Support  (OJCS). 

Categories  el  records  In  the  system:  Documentation  of  OA- 
funded  training  for  each  individual  assigned  to  the  Office  of  Joint 
Computer  Support 

Documentation  submitted  by  each  individual  assigned  to  OJCS, 
indicating  his  self-evaluation  of  his  programming  skills. 

Authority  for  maintenanfe  of  the  system:  Section  S06(a),  Federal 
Records  Act  of  19S0  (44  U.S.C..  Section  3101).  - 

Routine  uses  oi  records  maintained  in  the  system,  techiding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Assist  D/OJCS  in  ascer¬ 
taining  what  additional  training  personnel  should  receive. 

Assist  D/OJCS  in  the  management  of  persoimel  assignments  to 
new  programming  tasks. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retateteg, 
and  disposing  of  records  hi  the  sytem: 

Storage:  Magnetic  disk. 

Retiievability:  By  Name. 

SMegnards:  Access  to  and  use  of  these  records  is  limited  to  those 
persons  whose  official  duties  require  such  access. 

Retention  and  disposal:  Records  are  purged  as  emi^oyees 
separate  from  OJCS  via  periodic  updates. 

System  managrrfs)  and  address: 

Director,  Office  of  Joint  Computer  Support 
Central  Intelligence  Agency 
Washington.  D.C.  2050S. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington.  D.C.  20S05. 

Identification  requirements  are  H>ecified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  aceem  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  m  the  notification  section  above. 

Coatcslteg  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  diluting  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correctioo  oi  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  AgeiKy  personnel  and  emidoyees  of 
contractors. 

ClA-3. 

System  nanm:  Cootputer  Access  File. 

System  locoHeu: 

Central  Intelligence  Agency 
Wastengton,  D.C.  2050S. 

Calcgsries  of  tedividnnis  corned  by  the  system:  Agency  em¬ 
ployees  having  special  access  to  Office  of  Joint  Computer  Sun>oct 
computer  systems. 
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Agency  cleared  contractors  who  have  been  granted  access  to  Of¬ 
fice  of  Joint  Computer  Support  conqniter  systems. 

Categortes  of  records  hi  the  system:  Individual’s  name,  office, 
user  identification  code,  badge  nundier  and  computer  systems  to 
which  the  indivkfaial  has  access. 

Authority  for  nudntonaace  of  the  system:  Section  306(a).  Federal 
Records  Act  (rf  19S0  (44  U.S.C.,  Section  3101). 

Routtee  uses  of  records  matetained  In  the  systcas,  tecludteg  catego¬ 
ries  of  users  and  (he  purposes  of  such  uses:  Office  of  Joint  Computer 
Support  Security  Officers,  computer  system  and  data  base 
managers,  and  Automated  Data  Processing  Clontrol  Officers  use  the 
system  to: 

Determine  computer  systenKs),  if  any,  to  which  an  individual  at 
CIA  has  access. 

C^ontrol  access  to  computer  systems  through  automated  computer 
system  verifications  of  i^vkhial’s  authorization  for  access  to  com¬ 
puter  udiich  he/she  is  attenrpting  to  use. 

Determine  the  name,  off^,  room  number  and  badge  number  as¬ 
sociated  with  the  user  identification  code  of  an  individual  suH>ccted 
of  a  possible  viedation  (rf  computer  systems  security  procedures. 

Identify  individuals  listed  in  audit  trafl  records  as  having  ac¬ 
cessed  a  particular  computer  system  or  computer-based  system  of 
records. 

Policies  and  practices  for  alarteg,  retrieving,  accessing,  retateteg, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  disk  packs  with  “back-up”  records  on  tapes 
and  controlled  hard  copy  computer  listings  us^  for  reference.  Ap- 
plicatioos  and  approval  for  access  are  maintained  in  paper  files. 

RetrievahiUty:  Name  and  user  identification  code. 

Safegmuds:  Access  to  these  records  is  limited  to  cleared  persons 
whose  (rfficial  duties  require  such  access.  Personnel  screening  and 
computer  system  security  protective  mechanisins  are  emidoyed  to 
prevent  unauthorized  disclosure.  Hard  ct^y  computer  listings  and 
paper  files  are  maintained  in  combination  lock  safes  or  vaulted 
areas. 

Rrtflion  and  disposal:  Records  oi  individuals  who  no  longer 
have  access  to  Office  of  Joint  Computer^  Support  systems  are 
deleted  from  computer-based  system  of  records. 

As  changes  are  made  and  new  master  computer  listings  are 
generated,  the  paper  listings  are  destroyed  by  burning  and  the 
records  on  magnetic  media  are  degaussed.  There  is  no  retention  of 
these  records. 

System  mansgerfs)  and  address: 

Director.  Office  of  Joint  (Computer  Support 
Central  InteDigenoe  Agency 
Washington.  D.C.  20S0S. 

Notificatioa  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordmator 
Central  Intdligence  Agency 
Washington.  D.C.  20S0S. 

Identification  requireinents  are  specified  in  the  (HA  rules 
published  in  the  Federal  Register  (32CIH  1901.13).  Individuals  must 
conqdy  with  these  rules. 

Record  acorns  praeedinres:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Coateslteg  racerd  procedures:  The  Central  Intelligeiice  Agency’s 
regulations  for  access  to  individual  records,  fox  disputing  the  con¬ 
tents  thereof,  and  for  appeaUag  an  initial  determination  by  OA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Re^ster. 

Record  sonroc  categories:  Employees. 

*  Contractor  employees. 

CIA— 4. 

System  name:  Private  Attorney  PaneL 

System  loratisn' 

Centrri  InleBigence  Agency 
Waateivion.  D.C.  20S0S. 

Categoriet  of  terthridasds  covered  by  the  system-  Attorneys  in 
private  practice. 

Categories  ef  records  te  (he  system:  Name,  address,  date  ud 
place  of  bnih.  education,  law  firm  (if  any),  Stato(s)  admitted  to 
Bar.  and  date  and  type  of  dearance. 


fmiAi  iioisitei  voi.  4a  no.  tea— iMunsDAY.  mmust  m.  i«7s 
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CENTtAL  INTHilODICE  AGB4CY 


Authority  for  malntciiaiice  of  the  •ystem:  Central  Intdligeace 
Agency  Act  of  1949,  as  Amended-  Public  Law  81-110. 

Section  506(a).  Federal  Recotxls  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routfac  uses  of  records  nmintafaifd  in  the  system,  includliig  cateso- 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  a  list  of 
private  attorneys  for  use  on  CIA  classified  projects. 

To  provide  a  referral  list  for  thorn  eny>loyees  udiose  employment 
with  CIA  must  be  protected. 

Policies  and  practkcs  for  storing,  retrieving,  accessing,  retafaiiag, 
and  rfhpmdng  of  records  fas  the  sytem: 

Storage:  Paper. 

Retrievability:  By  name. 

Safeguards:  Records  are  stored  in  a  combination  lock  safe  and 
access  is  only  by  personnel  in  the  Office  of  General  Counsel. 

Retention  and  disposal:  Permanent  retention. 

System  manager(s)  and  address: 

General  Counsel 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  (HA  rules 
pubhshed  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CHA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Attorneys,  CIA  employees  and  former 
employees, 

Martindale-Hubbell  Law  Directory. 

CIA— 5. 

System  luune:  Legal  Subject  Records. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  ot  individuais  covered  by  the  system:  Agency  em¬ 
ployees,  defectors,  individual  plaintiffs  in  btigation  cases,  in¬ 
dividuals  asserting  claims  against  CIA,  contraefors  and  consultents, 
authors,  journalists  and  other  individuals  who  become  involved  in 
legal  relationships  or  matters  with  CIA. 

Categories  of  records  in  the  system:  Correspondence,  affidavits, 
briefs  and  other  legal  dociunents,  reports  of  investigation.  Govern¬ 
ment  forms,  cables  and  mtemal  (HA  memoranda. 

Authority  (or  maintenance  of  the  system:  Central  Intelligence 
Agency  Act  of  1949,  as  Amended-Public  Law  81-110. 

Section  506(a).  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  in  the  system,  hschidhig  enteg;*- 
lies  ot  users  and  the  purposes  of  such  nses:  To  provide  factual  infor¬ 
mation  for  legal  opinions. 

To  provide  factual  information  for  litigation  reports  prepared  (or 
the  Department  of  Justice. 

To  provide  factual  information  for  dealing  with  Agency  contrac-  • 
tors  a^  consultants. 

A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use"to  a  Fedei^,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  information,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  an  Agency  decision  concerning  the  hiring  or 
retention  of  an  enq>k>yee,  the  issuance  of  a  security  clearance,  the 
letting  ot  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit 

PaMctei  and  practices  lor  atoring,  retrieving,  acemsint,  retahdh«, 
and  tHspailng  af  reoards  in  the  sytem: 

Slarage:  Paper. 


Retrievabilily:  By  name. 

Sairgiiariti-  Records  are  stored  in  combination  lock  safes  and  ac¬ 
cess  is  only  by  perstHuiel  in  the  Office  of  General  (Hamsel. 

ffrtrntian  and  dHpoaal:  Permanent  retention. 

Syalon  managerfs)  and  addkcaa: 

General  Counsel 
Central  Intelligence  Agency 
Washii«ton.  D.C.  20505. 

Nutllknlhm  procedure:  Individuals  seeking  to  karn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inqiaiies  to: 

lYivacy  Act  (Coordinator 
(Central  Intelligence  Agency 
Washington.  D.C.  20505. 

Identification  requirements  are  specified  in  the  (HA  rules 
published  in  the  Federal  Register  (32Cf  K  1901.13).  Individuab  must 
comply  with  these  rules. 

Rccmd  acceaa  procedures:  R^uest  from  individuab  should  be  ad¬ 
dressed  as  inchcated  in  the  notification  section  above. 

CenSestfag  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  dbputing  the  con- 
tenb  thereerf,  and  for  appealing  an  initial  determination  by  (HA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  (HA  ndes  section  of  the  Federal  Reguter. 

Record  source  categories:  Individuab  identified  in 

(Tategorfaj  of  faidividuab  covered  by  the  system:  above.  Federal 
agencies  and  other  CIA  records  systems. 

CIA— 

System  mmae:  (Career  Trainee  Files. 

System  location: 

Central  Intdhgence  Agency 
Washington,  D.C.  20505. 

Categories  of  huHviduab  covered  by  the  system:  Applicants  and 
employees  selected  for  Cbreer  Training  Program. 

CategsrieB  of  records  la  the  system:  Name,  biographic  data,  test 
results  of  ^spbeant  being  considered  for  (Career  Tkaining  Program. 
Envdoyee  name,  biograi^iic  data,  test  resuhs,  training  evaluations, 
correspondence,  trainee  progress  reports  and  supervisor  reports  on 
trainees  during  their  interim  assignmenb,  and  memoranda  for  the 
record. 

Authority  for  maiutenanoc  of  the  system:  National  Security  Act  of 
1947,  as  Amended — PiMk  Law  80-253. 

Ontral  Intelligence  Agency  Act  (rf  1949,  as  Amended — Public 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101).  - 

Rsutfau  usm  of  records  msjntaiaed  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Agency  officials 
to  determine  an  individual’s  selection  for  the  Career  Training  Pro¬ 
gram. 

Used  by- Agency  officiab  for  monitoring  training  activity  after 
selection. 

Used  by  Agency  officiab  for  job  placement  after  completion  of 
training  program. 

FoHdm  and  practkcs  for  starhig,  retrieving,  aocearing,  retainingv 
and  divoting  of  reoards  fa  ttw  sytem: 

<  Storage:  Paper. 

Retrievaliillty:  By  name. 

Sahgnsr^:  Stared  in  combination  lock  safe;  access  b  limited  to 
Career  Trainee  Program  Officers,  and  Persoiuiel  Offkers. 

Btirntion  and  dhpoml:  Rles  are  retained  for  duration  of  the  em- 
idoyee’s  paiticipatioa  in  the  (Career  Trainmg  Program.  Official 
transcripts  are  transferred  to  the  Official  Personnel  Folder.  All 
other  OMterial  b  destroyed  by  burning  upon  employee’s  completion 
of  the  program.  Rejected  apfjicanb’  files  are  retabied  for  two  years 
and  then  destroyed  by  burning. 

System  amnagetfs)  aaul  address: 

Director.  Offke  of  Trainh« 

Ootral  Intdiigence  Agency 
Wasfargton.  D.C.  20505. 

NtilHisrtuu  prounfai'a:  Individuab  seeking  to  learn  if  thb  system 
at  records  contains  information  about  them  shoidd  direct  their 
inquiries  to: 


CmntAL  INTElilOBICf  AGB4CY 


39781 


Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington.  D.C.  20S0S. 

Identification  requirements  are  specified  in  the  CIA  rules 
pubbshed  in  the  Federal  Register  (32CFR  1901.13).  Individuals  iraist 
comply  with  these  rules. 

Record  acccn  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Coutcstiag  record  procedures:  The  Central  Intelligence  Agency's 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  ];nx>mulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  The  sources  of  information  in  these 
files  are  Program  Officers,  educational  institutions,  and  the  in- 
dividual- 

CIA— 7. 

System  name:  Off-Campus  Instructor  Applicant  Files. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20S05. 

Categories  of  individuals  covered  by  the  system:  .^ency  em¬ 
ployees  who  are  applicants  for  part-time  instructor  positions  in  the 
Agency  Off-Campus  Program  sponsored  by  University  of  Virginia. 

Categories  of  records  in  the  system:  Applicant  forms  for  teaching 
in  the  Off-Campus  Program. 

Correspondence  with  University  of  Virginia  including  application 
approvals  and  rejections  and  documents  concerning  contract  ad¬ 
ministration. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  Amended — Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended-Publk 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Agency  officials 
to  administer  Instructor  Program  for  Off-Campus  coDege  courses 
provided  to  employees. 

Recommendations  to  University  of  Virginia  for  employing  in¬ 
structors. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper. 

Retrievabilhy:  By  name. 

Safeguards:  Stored  in  combination  lock  safes.  Access  by  CIA  of¬ 
ficials  on  need-to-know  basis. 

Retention  and  disposal:  Records  are  retained  for  three  years  after 
termination  of  employment  of  instructor.  Unsuccessful  applicant 
files  are  destroyed  by  burning  after  one  year. 

System  manager(s)  and  address: 

Director,  Office  of  Training 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesdag  record  procedures:  The  Central  Intelligence  Agency.s 
regulations  for  access  to  individual  records,  for  di^Hiting  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Employee,  educational  institutions,  stu¬ 
dent  evaluation  of  the  instructor  and  the  University  of  Virginia. 


CIA-^ 

Systens  nanse:  Agency  Training  Record. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  faidividuals  eovered  by  the  system:  Ena|doyees  spon¬ 
sored  for  training  programs. 

Categories  of  records  fas  the  system:  A  machine  run  which  lists  the 
individual’s  transcript  of  Ageitcy-sponsored  training. 

Authority  for  maintenance  of  the  system:  Title  5,  USC,  Chapter 
41. 

Central  Intelligence  Act  (d  1949,  as  Amended — Public  Law  81- 
110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101. 

Routine  uses  of  records  maintained  in  the  system,  iacludfag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  by 
Agency  officials  for  processing  employee  requests  for  Agency- 
sponsored  training. 

Used  by  Agency  ofricials  to  evaluate  training  requirements  in 
connection  with  a  proposed  assignment. 

Agency  C!areer  Management  and  Training  Officers  use  this 
record  as  a  management  too)  in  counseling  employees  concerning 
their  career  development. 

Policies  and  practices  for  storing,  retrieviag,  accesshig,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Machine  listing. 

RetrievabilHy:  By  name. 

Safeguards:  Stored  in  combination  lock  safes.  Access  is  restricted 
to  Training  Officers,  Personnel  Offleers,  Supervisors  and  the 
TSS/OTR  Staff. 

Retention  and  disposal:  Permanent  retention. 

System  manager(s)  and  address: 

Director,  Office  of  Training 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notifleation  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Recoru  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Transcripts  from  educational  institu¬ 
tions,  certificates  of  successful  completion  from  the  training  facility 
and  training  reports  from  the  individual. 

CIA— 9. 

System  name:  l^anguage  l.eaming  Center  Student  Files. 

System  location: 

Central  Intelligence  Agency 
Washingtoo.  D.C.  20505. 

Categories  of  individualB  covered  by  the  system:  Employees  en¬ 
rolled  in  the  Language  Learning  Center. 

Categories  of  records  hi  the  system:  Bk^raphic  data,  test  scores, 
training  reports  from  instructors,  training  requests  from  sponsoring 
office  and  attendance  reports. 

Authority  for  maintenance  of  the  system:  Title  5.  U.S.C.  Chapter 
41. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended — Public 
Law  81-110. 

Section  506(a).  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 
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Routine  uses  of  records  nuaintnined  in  the  system*  faKhiAiig  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Agency  officials 
to  monitor  student  performance.  Transcript  u  entered  in  the  Agen¬ 
cy  Training  Record. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper. 

Retrievability:  By  name. 

Safeguards:  Records  stored  in  secure  areas.  Access  on  a  need-to- 
know  basis. 

Retention  and  disposal:  Retained  for  duration  of  student  enroll¬ 
ment.  Records  are  destroyed  by  bunting. 

System  manageris)  and  address: 

Director,  Office  of  Training 
Central  Intelligence  Agency 
Washington,  D.C.  20S0S. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20S05. 

Identification  requirements  are  specified  in  the  CLA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Employees  and  instructors. 

CIA— 10. 

System  name:  Language  Qualifications  Register. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20S0S. 

Categories  of  individuals  covered  by  the  system:  Employees  wiio 
claim  a  foreign  language  proficiency. 

Categories  of  records  in  the  system:  Employee  claim  of  foreign 
language  proficiency,  and  identifying  biographic  data. 

Authority  for  nudntenance  of  the  system:  Title  S,  U.S.C,  Chapter 
41. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended — Public 
Law  81-110. 

Section  506(a),  Federal' Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Agency  person¬ 
nel  for  processing  requests  for  foreign  language  training  and  for 
language  proficiency  cash  awards. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  and  magnetic  tape. 

Retrievability:  Name  and  language. 

Safeguards:  Maintained  in  combination  lock  safes.  Access  on  a 
need-to-know  basis. 

Retention  and  disposal:  Record  updated  semiannuaOy.  Outdated 
paper  record  is  destroyed  by  burning.  Magnetic  tapes  are 
degaussed.  3 

System  maaager(s)  and  address: 

Director,  Office  of  Training 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 


Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  acccra  procedures:  R^uest  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intdligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  fw  appealing  an  initial  determination  by  (TIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Employees. 


Categories  of  records  in  the  system:  Name,  biographic  data  and 
test  scores.  / 

Authority  for  maintenance  of  the  system:  Title  5,  U.S.C.  Chapter 
41. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended — PuUic 
Law  81-110. 

'  Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  usns  and  the  purposes  of  such  uses:  Used  by  Language 
Leam^  Outer  personnel  to  evaluate  student  potential  for  learning  , 
a  foreign  language. 

Used  by  Personnel  Officers  in  deciding  appointment  and  job 
placement. 

Aptitude  test  scores  are  provided  to  Foreign  Service  Institute 
when  employee  is  enrolled  in  their  language  program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  at  records  in  the  sytem: 

Storage:  Paper. 

Retrievability:  By  name. 

Safeguards:  Stored  in  combination  lock  safes;  access  on  a  need- 
to-know  basis. 

Retention  and  disposal:  Permanent  retention. 

System  manager(s)  and  address: 

Director,  Office  of  Training 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  recOTds  contains  information  about  them  should  direct  their 
inquiries  to:  ^ 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washin^n,  D.C.  20505. 

Identifiration  requirements  are  specified  in  the  CIA  rules 
published' in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  ^pealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CTA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Individual. 

CIA— 12. 

System  name:  External  Training  FOes. 

System  location: 

Central  Intelligence  Agency  . 

Washington,  D.C.  20505. 

Categories  ol  individuals  covered  by  the  system:  Employees  spon¬ 
sored  for  external  training  programs. 

Categories  of  recorriB  far  the  system:  Errqiloyee  biographic  data, 
correspondence  with  puUic  and  private  educational  institutions. 
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CIA— 11. 

System  name:  Modem  Language  Aptitude  Test  Scores  (MLAT). 
System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Selected  appli¬ 
cants  and  employees  who  have  taken  the  Modem  Language  Ap¬ 
titude  Test. 
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transcript  and  grades,  training  requests  and  administrative  docu¬ 
ments  rdated  to  enrolfanent,  employees  evaluation  of  training 
course  and  employee  Training  Obligation  Agreement. 

AutborMy  for  matnimanre  of  the  systcsn:  lltle  S,  USC.  Chapter 
41. 

Section  S06(a),  Federal  Rectxds  Act  of  1950  (44  U.S.C..  Section 
3101). 

Central  Intelligence  Agency  Act  oi  1949.  as  Amended— Public 
Law  81-110. 

RooUnc  uses  of  records  maintsfairrt  In  the  syston,  Ifhidlng 
lies  of  users  and  the  purposes  of  such  uses:  Used  by  Agency  officials 
to  determine  employee’s  eligibility  for  Agency  sponsored  training. 

Used  by  Agency  officials  to  enroD  employees  in  private  and 
public  educational  institutions. 

Used  by  Agency  officials  to  evaluate  courses  for  future  enroll¬ 
ment  of  employees. 

Data  for  Agency  Training  Record. 

Notification  of  funds  advanced  and  accountings  are  proved  to  the 
Office  of  Finance. 

A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use”  to  a  Federal,  state  or  local  agency  maintaining  civfl, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  information,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  an  Agency  decision  concerning  tte  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

Policies  and  practices  (or  storing,  retrieving,  accessiag,  retaining, 
and  disposing  of  records  in  the  aytem: 

Storage:  Paper  and  punch  cards. 

RetrievabilMy:  Name  and  employee  number. 

Safeguards:  Stored  in  combination  lock  safe;  access  on  need-to- 
know  basis. 

Retention  and  disposal:  Retained  for  one  year  after  employee 
completes  course  of  instruction;  records  are  destroyed  by  burning. 

System  maaager(s)  and  address: 

Director,  Office  of  Training 
Central  Intelligence  Agency 
Washington,  D.C.  20S0S. 

Netifkatioa  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  .  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  The  sources  of  information  are  from  the 
individual,  his  sponsoring  office,  and  the  external  training  facility. 

CIA— 13. 

System  name:  Guest  Speakers. 

System  locathm: 

Central  Intelligence  Agency 
Washington.  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Individuals  under 
consideration  for  guest  speaker  engagements  in  CIA  training  cour¬ 
ses.  Individuals  iiKlude  members  of  the  academic  journalistic  and 
business  world  as  weD  as  present  and  former  senior  Agency  offi¬ 
cials. 

Categories  of  records  hi  the  system:  Name,  biographic  data  inchid- 
ing  academic  credentials  and  professional  background,  correspon¬ 
dence  and  administrative  papers  and  memoranda  for  the  record. 

Anthmlty  far  mahRcnancc  of  the  system:  Section  506(a),  Federal 
Records  Act  of  1950,  (44  U.S.C,,  Section  3101). 

Raaftae  uses  of  records  malafaiacd  N  the  system,  iachMlh«  esdego- 
ries  of  aacn  smd  the  purposes  of  such  uses:  Assist  Training  OfHcers 
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in  curriculum  development  and  selection  of  H’cakers  for  scheduled 
training  courses. 

Polidcs  and  practices  for  storing,  retrievhig,  acccariag,  retaWsg, 
and  disposing  of  records  in  the  sytem: 

Storage;  Paper. 

RctiievabUity:  By  name. 

Safeguards:  Files  are  stored  in  a  combination  lock  safe.  Use  of 
material  is  restricted  to  Training  Officers  involved  in  course 
development. 

Rctenthm  and  dhpoaal:  Files  are  maintained  as  long  as  the  Agen¬ 
cy  has  interest  in  a  speaker.  Records  are  destroyed  by  burning. 

System  mnnagrrfs)  and  adthess: 

Director,  Office  of  Training 
Central  Intelligence  Agency 

'  Washington,  D.C.  20505.  ^ 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  acems  procedures:  R^uest  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intdligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initud  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Individual.  Agency  officials,  academic 
and  private  institutions.  Federal  agencies. 

CIA— 14. 

System  name:  Equal  Employment  Opportunity  Complainant 
Records. 

System  locatfon: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Current  or  former 
contract,  staff  or  detailed  nulitary  personnel  of  the  Agency  as  well 
as  applicants  for  en4>loyinent. 

Categories  of  records  in  the  system:  Data  collected  by  an  EEO  In¬ 
vestigator  which  bears  on  the  charges  of  discrimination  brought  by 
the  complainant.  File  contains  sworn  affidavits  from  the  complai¬ 
nant.  the  alleged  discriminating  officeifs),  and  other  individuals 
directly  involved,  as  well  as  other  documents,  records,  or  other 
statistical  evidence  considered  pertinent  to  the  case  or  which  assists 
the  Agency  in  making  its  decision. 

Authority  lor  maintenance  of  the  system:  Equal  Employment  Op¬ 
portunity  Act  of  1972,  Public  Law  92-261 . 

Executive  Orders  1 1478  and  5  C.F.R..  Part  713.222. 

Routine  uses  of  records  aaintained  in  the  system,  including  catega 
rim  of  users  and  the  purpoam  of  such  uam:  To  provide  information 
in  the  adjudication  of  complaints. 

To  provide  information  for  review  by  the  Civil  Service  Commis¬ 
sion. 

To  provide  information  for  Federal  court  review. 

PoUdm  and  practiem  for  staring,  retrieving,  accessing,  retaintag, 
and  disposing  of  records  in  the  Q4em: 

Storage:  Paper. 

RetrievabUity:  By  com|4ainant  name. 

Safeguards:  Filed  in  combination  lock  safes;  lunited  access  by 
staff  only. 

Retentton  and  egapoaal:  Completed  cases  transferred  to  Records 
Center  at  end  of  each  year.  in  Records  Center  for  K)  years 

from  date  of  retirement  then  returned  to  the  OEEO  (or  review  and 
disposal. 

System  managcr(s)  and  adthms: 

Director,  Equal  Employinent  Opportimity 
Central  Intelligence  Ageocy 
Washington.  D.C.  20505. 
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NotMcatlMi  prooMhire:  Individuals  seeking  to  leam  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20S0S. 

Identification  requirements  are  specified  in  the  CIA  rules 
puUished  in  the  Federal  Register  (32CFR  190U13),  Individuais  must 
comply  with  these  rules. 

Record  access  procedures:  R^uest  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  nottfication  section  above. 

CoBlealfa«  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  di^mting  the  con¬ 
tents  thereof,  and  for  a4>pealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Information  obtained  from  the  con^dai- 
nant,  the  alleged  diKiiminating  official,  and  other  individuals  as 
wen  as  documents,  records,  and  statistics  gathered  in  the  investiga¬ 
tion. 

CIA— 15. 

System  name:  Employee  Grievance  Folders. 

System  locatkm: 

Central  Intelligence  Agency 
Washington,  D.C.  2050S. 

Categories  of  individuals  covered  by  the  sj'stem:  Emidoyee. 
Grievance  generaUy  filed  by  IG  Case  Number  assigned  by  Office  of 
Inspector  General. 

Categories  of  records  hi  the  system:  Data  from  employees  comi^ 
to  Inspector  General  with  grievances  re  nature  of  grievance,  cir¬ 
cumstance  that  caused  grievance  and  how  settled. 

Authority  for  mafastenance  of  the  system:  Executive  Order  10967, 
By  Regulation. 

Section  S06(a),  Federal  Records  Act  of  19S0  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  members  of  the 
Office  of  the  Inspector  General  to  investigate  grievance  to  its  con¬ 
clusion. 

To  refer  or  provide  information  in  response  U>  or  by  direction  of 
a  court  order,  or  where  there  is  an  indication  of  a  violation  or 
potential  violation  of  law  whether  civil,  criminal,  or  regulatory  in 
nature,  to  the  appropriate  agency  charg^  with  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforc¬ 
ing  or  implementing  a  statute  or  law.  regulation  or  order  issued  pur¬ 
suant  thereto. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  sytem: 

Storage:  Paper. 

Retrlevablllty:  By  case  number. 

Safeguards;  Materials  are  stored  in  combination  lock  safe;  access 
limited  to  GIG  staff  members. 

Retention  and  dtqwsal:  Inactive  cases  transferred  to  Records 
Center  at  end  of  each  year.  Held  in  Records  Center  for  ten  years 
from  date  of  retirement,  then  returned  to  the  GIG  for  review  and 
diq>osal  by  burning. 

System  managrr(s)  sind  addrms: 

Inq>ector  General 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  proccdum:  Individuals  seeking  to  leam  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coo'rdinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules.  HP  Request  from  individuals  should  be 
addressed  as  indicated  in  the  notification  section  above. 

Coatestfug  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  diqiaiting  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promidgated  in 
the  ClA  niles  section  of  the  Federal  Register. 


Recortl  aomneu  categorim:  information  obtained  from  C(»4>laint 
and  other  employees  when  grievances  are  investigated. 

CIA— Id. 

System  name:  Parking  Permit  Files. 

System  location: 

Central  Intelligence  AgetKy 
Washington.  D.C.  20505. 

Categorifs  of  individuab  covered  by  dm  system:  Employees. 

Categories  of  records  la  the  systm:  Records  include  name,  vehi¬ 
cle  license  number,  office  designation,  location,  and  extension. 

Authority  lor  maiatenaBoe  of  the  system:  Section  506(a),  Federal 
Records  Act  of  1950  (44  U.S.C.,  Section  3KH). 

Federal  Property  Management  Regulation  D-47  (GSA). 

Rootlae  uses  of  records  amiatalaed  la  the  system,  infiinMin  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  Used  by  Agency'  em- 
idoyees  responsible  for  allocation  and  control  of  parking  spaces  at 
the  Headquarters  Building. 

Polldcs  and  practices  lor  stortog,  retrievlag,  aooesaiag,  retaialag, 
and  dhposlng  of  records  far  the  sytem: 

Storage:  Paper. 

Retrlevablllty:  By  luone,  vehicle  license  number,  assigned  parking 
space  number  and  assigned  reference  number. 

Safeguards:  SUwed  in  safes,  vaults  or  secure  area.  Access  limited 
to  staff  employees. 

Reteatfoa  and  disposal;  Records  marked  void  upon  iqxlating  of  in¬ 
formation  or  upon  cancellation  of  parkitig  permit. 

System  msasgrrf^  aad  addkeas: 

Director,  Office  of  Logistics 
Central  Intelligence  Agency 
Washington,’ D.C.  20505. 

NotWcalioa  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  C!oordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Indentification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  19(N.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  R^uest  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contestiag  record  procedures:  The  Central  Intdhgence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  cd  records,  are  promulgated  in 
the  CTA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Employees. 

CIA— 17. 

System  mune:  Vehicle  Operators  File. 

System  lecaHoa: 

(Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  iadivIdualB  covered  by  the  system:  Employees. 

Categories  of  records  fas  the  system:  Name,  medical  qualification' 
forms,  score  sheets  for  driver’s  test,  registers  of  permits  issued  and 
records  regarding  accidents.  Accident  report  records  include  police 
data  and  investigation  reports  in  addition  to  information  on  vehicle 
involved. 

Authority  for  msintenaace  of  the  system:  National  Security  .\ct  of 
1947.  as  Amended— Public  Law  80^253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended — Public 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routfase  uses  of  records  nudutalned  fas  the  system,  fasdudfasg  catego¬ 
ries  of  users  asri  ttic  purposes  of  such  uses:  Used  by  Agency  em¬ 
ployees  for  issuing  official  U.S.  Government  driver’s  licenses  and 
renewals. 

For  review  by  CIA  officials  in  accident  cases. 

A  record  frm  this  system  of  records  may  be  disclosed  as  a 
“routine  use’’  to  a  Fede^,  state  or  local  agency  nuuntainmg  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per- 
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tinent  infcMinatioii,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  any  agency  decision  concerning  the  hning 
or  retention  of  an  employee,  the  issuance  of  a  security  dearance. 
the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

PoUdcs  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  dhpoaha  of  records  in  the  aytens: 

Storage;  Paper. 

Retrievability:  Individual  name  mr  driver’s  permit  number. 

Safeguards:  Physically  protected  in  a  secure  area.  Access  u 
limited  to  employees  who  tove  the  need-to-know. 

Retention  and  disposal:  Destroyed  by  burning  three  years  after 
license  is  no  longer  valid.  Accident  reports  are  destroyed  six  years 
after  case  is  closed. 

System  manager(s)  and  address: 

Director,  Office  of  Logistics 
Central  Intelligence  Agency 
Washington.  D.C.  20S0S. 

Notiflcation  procedure:  Individuals  seeking  to  learn  if  tiiis  system 
of  records  contains  infonnation  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20S0S. 

Identification  requirenwnts  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  nmst 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  di^nit^  the  coir- 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Individual. 

Agency  officials. 

Feder^,  State  and  local  law  enforcement  agencies  in  cases  when 
employee  is  involved  in  an  auto  accident. 

CIA— 18. 

System  name:  Personal  Property  Claim  Records. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Emi^yees  and 
former  employees. 

Categories  of  records  in  the  system:  Claimant  name,  address,  na¬ 
ture  and  loss  or  damage  to  personal  effects,  including  inventory  of 
items. 

Authority  for  mainteiumce  of  the  system:  National  Security  Act  of 
1947,  as  Amended — Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended— Public 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  hi  the  system,  hschiding  catego¬ 
ries  of  users  and  the  purposm  of  such  uses:  (Haims  Review  Board 
determines  amount  of  financial  loss  sustained  by  claimant 

Reimbursement  for  property  loss. 

A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use’’  to  a  Fede^,  state  or  local  agency  maintaining  dvfl, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  information,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  an  Agency  decision  concerning  tte  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

PoHcfes  and  practices  for  storing,  retrieving,  err  ruing,  retaUng, 
and  dhpoaing  of  records  fas  the  sytem: 

Storage:  Paper. 

Retrievability:  By  name. 

Safeguards:  Information  is  stored  in  safes  or  secure  areas.  Access 
is  hmit^  to  staff  em|4oyees  working  on  such  cases. 

Retention  and  dtspaeal:  Records  are  destroyed  by  burning  two 
years  after  final  action  on  case. 


System  manageris)  and  address: 

Director,  Office  oi  Logistics 
(Central  intdhgence  Agency 
Washii«ton.  D.C.  20505. 

Notification  procedure:  Individuals  «^«4fing  to  learn  if  thi«  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  C|A  rules 
puUished  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  aceem  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appdhling  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  (TLA  rules  section  the  Federal  Register. 

Record  source  categories:  Individual  concerned  and  various  Agen¬ 
cy  staff  riements  involved  in  processing  and  adjudication  oi  claims. 

CIA— 19. 

System  nune:  Equ^ment  and  Supplies  Accountabflity  Records 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  systenu  Employees. 

Categories  of  records  in  the  system:  Name,  signature,  office  loca¬ 
tion,  telei^Kme  extension  and  hem  of  government  equipment  on 
loan  <»-  charged  to  the  employee. 

Authority  for  maintenance  of  the  systenu  National  Security  Act  of 
1947,  as  Amended — Public  Law  80-253. 

Central  Intelligence  Agmicy  Act  of  1949,  as  Amended — Public 
Law  81-110. 

Section  506(a).  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  hi  the  system,  hKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Agency  officials 
who  contnri  and  account  for  government  nonexpendable  items. 

A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use’’  to  a  Federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  infonnation  or  other  per¬ 
tinent  infonnation.  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  an  AgerKy  decision  concerning  tte  hiring  or 
retention  of  an  employee,  the  issuance  of  a  securhy  clearance,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit 

Policies  and  practices  for  storing,  retrieving,  aocearing,  retaining, 
and  dhposiag  of  records  in  the  sytem: 

Storage:  Paper. 

Retrievability:  By  name. 

Safeguards:  Physically  protected  in  secure  areas.  Only  employees 
charged  with  the  responsibility  of  controlling  government  property 
have  access. 

Retention  and  disposal:  Signature  card  b  returned  to  individual 
charged  upon  return  or  hem.  Record  is  destroyed  by  burning  after 
inventory  adjustment  to  prc^ierty  records. 

System  manageris)  snd  aiMrem: 

Director,  Office  of  Logistics 
Central  Intelligence  AgeiKy 
Washington.  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inqiories  to: 

Privacy  Act  Coordinator 
Central  Intelligence  AgeiKy 
Washington.  D.C.  20505. 

Identification  requhements  are  specified  in  the  CIA  rules 
pubhahed  in  the  Federal  Register  (32(3^  1901.13).  Individuals  must 
comidy  with  these  rules. 

Racord  aceem  procedures:  Request  from  individuate  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 
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CoatcitlBt  record  prooedorcs:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Individual  concerned  and  appropriate 
accounUbk  property  officers. 

CIA— 20. 

System  aame:  Logistics  Security  Clearance  Records. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20S0S. 

citega|te  of  individuals  covered  by  the  system:  Commercial  con¬ 
tractors  ^d  vendors,  persons  in  the  private  sector  associated  with 
the  Agency,  and  individuals  in  other  government  agencies  con¬ 
tacted  for  liaison  purposes. 

^tegories  of  records  la  the  systemc  Biographic  data  including 
na^,  address,  position,  and  security  clearance  held. 

Autlrjrity  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  Amended— Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended — Public 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  in  the  system,  iacludiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  staff  employees 
in  conducting  Agency  business  with  the  commercial  sector  and 
liaison  with  other  government  agencies. 

Policies  and  practices  for  storing,  reCrievfaig,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper. 

Retrievability:  By  individual  or  company  name. 

Safeguards^  Information  stored  in  safes,  vaults  or  secure  areas. 
Access  is  limited  lO  staff  employees  with  the  need-to-know. 

Retention  and  disposal:  Records  destroyed  upon  expiration  of 
clearance.  Clearances  may  be  revalidated  three  years  ^ter  initial 
'  approval. 

System  manager(s)  and  address: 

Director,  Office  of  Logistics 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Nodfkatien  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuak  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notjficatkm  section  above. 

Coatesttng  record  procedures:  The  (Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  diqniting  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  coneetton  <rf  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Fedoul  Register. 

Record  source  categories:  Information  obtained  from  individual 
concerned  and  certification  of  clearance  from  Office  of  Security. 

CIA— 21. 

System  aame:  Privacy  Act  Requesters. 

System  locatioa: 

Central  Intdligence  Agency 
Washington.  D.C.  20505. 

Categories  ol  Individuals  covered  by  the  system:  U.S.  citizens  and 
aliens  lawfully  admitted  for  permanent  residence. 

Cmcgories  of  records  fas  the  system:.  Files  contaih  all  correspon¬ 
dence  and  other  documents  related  to  the  receipl,  processing  and 
final  disposition  of  requests  received  by  the  Agency  for  information 
under  the  Privacy  Act  of  1974. 

Authority  for  mainteBance  of  the  systeBB  Privacy  Act  of 
1974— Public  Law  93-579. 


PoMthM  OKS  of  rocords  majntalnril  hi  the  systens,  iarfndfag  catego¬ 
ries  of  users  and  the  puiposcs  of  such  uses:  To  provide  information 
for  compSing  an  annual  rqmct  (beghmiiv  30  Ai^  1976)  for  die  Of¬ 
fice  at  Management  and  Budget  as  required  by  the  Act. 

Polkles  and  practioes  lor  storing,  retrieving,  aoccasfaig,  retaining, 
and  diaposiBg  of  records  In  the  sytenu 

Storage:  Paper. 

Retrievability:  By  name. 

Safeguards:  Files  are  stored  in  combination  lock  safes;  access  is 
on  a  need-to-know  basis. 

RetentioB  and  disposal:  Permanent  retention. 

System  masmger(s)  and  address: 

Chief,  Inftmnation  Review  Staff 
Ontral  Intdligence  Agency 
Washington,  D.C.  20505.  ' 

NotWeathm  procedure:  Individuals  seeking  to  learn  if  thk  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washin^n,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
puUished  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comfdy  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  Hie  Central  Intdligence  Agency’s 
regulations  for  access  to  individual  recrads,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  ch-  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  U.S.  citizens. 

Aliens  lawfully  admitted  for  permanent  residence. 

CIA— 22. 

System  name:  Freedom  of  Information  Act  Requesters. 

SystoB  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  faidividuals  covered  the  system:  Individual  who 
makes  requests  to  CIA  under  the  Freedom  of  Information  Act. 

Categories  of  records  in  the  system:  Files  contain  all  correspon¬ 
dence  and  other  documents  related  to  the  receipt,  processing  and 
Hnal  disposition  of  requests  received  by  the  Agency  for  information 
under  the  Freedom  of  Information  Act,  1974. 

Authority  for  maintenanre  of  the  system:  Freedom  of  Information 
Act  of  1974  as  Amended. 

Routfaie  uses  of  records  maintained  in  the  system,,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  information 
for  compiling  reports  required  under  the  Freedom  Information 
Act 

Policies  and  practioes  lor  storing,  retiicviBg,  acccsstog,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper. 

Retrievability:  By  name. 

Safeguards:  Files  are  sU»ed  in  combination  lock  safes;  access  is 
on  a  need-to-know  basis. 

RetentioB  and  disposal:  Permenent  retention. 

System  managerts)  and  adchem: 

Chief,  Informatkm  Review  Staff 
Central  Intelligence  Agency 
'  Washington,  D.C.  20505. 

Notifiration  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
(Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
pubtished  in  die  Federal  Register  (32CinR  1901.13).  Individuals  must 
comply  with  these  rules. 

Rcuord  aeems  procedures:  Request  from  individuals  should  be  ad- 
dret,ved  as  indidated  in  the  notification  section  above. 
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CoDtcttliig  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  diluting  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CLA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Individuals. 

CIA— 23. 

System  name:  Polygr^h  FQes. 

System  locatioa: 

Central  Intelligence  Agency 
Washington,  D.C.  20S0S. 

Categories  of  individuals  covered  by  the  systcns:  Applicants  for 
employment,  employees,  and  certain  individuals  considered  for  as¬ 
signment  to  the  Agency. 

Categories  of  records  in  the  system:  Polygraph  report,  charts,  and 
notes. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  Amended — Public  Law  80-253. 

Central  Intelligence  Agency  Act  oi  1949,  as  Amended — Public 
Law  81-110. 

Executive  Order  104S0. 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  dte  Office  of 
Security  to  make  determinations  of  security  digibihty  for  emidoy- 
ment  pursuant  to  Executive  Order  10450. 

Policies  and  practices  for  storing,  retrieving,  acceadag,  retahiing, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  and  tape  cassettes.  _ 

Retrievability:  By  name. 

Safeguards:  Files  are  maintained  in  a  vault;  access  is  permitted 
only  while  in  the  custody  of  polygraph  staff  members. 

Retention  and  disposal:  Indefinite.  Records  are  destroyed  by 
burning  when  they  become  inactive. 

System  managcr<s)  and  address: 

Director,  Office  of  Security 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CIlt  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Coatcsdag  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  The  source  of  all  information  obtained 
is  from  the  polygraph  interviews. 

Systems  exempted  from  rertahi  provisions  of  the  act:  Pursuant  to 
authority  granted  in  Section  (j)  of  the  Act  (5  U.S.C.  552a(j)),  the 
Director  of  Central  InteBigence  has  detemuned  to  exempt  poty- 
gn4>h  records  from  all  sections  of  the  Act  except  552a  (b),  (cXD 
and  (2),  (eKl).  (eX4)  (A)  through  (F),  (eX5),  (6),  (7),  (9),  (10),  and 
(11),  and  (i).  These  records  are  exempted  to  prevent  access,  ac¬ 
countability,  and  judicial  review  of  records  which  intimately  reveal 
an  Agency  security  method. 

CIA— 24. 

System  aanw:  Supidemental  Personnel  (Soft)  Rks. 

System  Iscatisei: 

Central  Intelligence  Agency 
Washington.  D.C.  20505. 

Categoeim  of  ladlfiiiasle  eaveted  by  the  system:  (Current  or  former 
staff  or  contract  employees  and  detailed  mOitary  personnel. 

Catcgsriei  of  records  ia  the  eystem:  Memoranda  of  discussioot. 
working  copies  of  persotmel  and  contract  actions  including 


procedural  checklists,  performance  appraisals,  travd  and  shdi^nng 
orders.  Information  concerning  coiKluct.  training,  special  qualifica¬ 
tions  or  restrictions,  dQ>endency  and  residence,  emergency  notiff- 
cations,  biographic  data.  Letters  of  Instruction.  Abo.  ca^s  and 
dbpatches  of  admiiustrative  and  (H>erational  significance,  and 
photographs. 

Authority  lor  maintenance  of  the  system:  Natkmal  Security  Act 
1947,  as  Amended — INiUic  Law  80-253. 

Central  Intelligence  AgetKy  Act  of  1949,  as  Amended— Public 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C..  Section 
3101). 

Routine  uses  of  records  maintained  In  the  syitem,  Inrliiding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  m  a  supplement  to 
the  official  persotmel  frdders  by  authorized  operating  officials  to 
facSitate  and  expedite  processing  or  procedural  requirements  and 
transactkms  of  etnidoyees. 

Serves  as  a  management  to(d  for  administrative  and  operating  of- 
fkiab  for  purposes  of  employee  assignment,  promotion,  and  career 
devek^ment  consideratioitt  determinations. 

To  refer  or  provide  information  in  nspoiae  to  or  by  direction  of 
a  court  order,  (m-  where  there  u  an  indication  of  a  vkdation  or 
potential  violation  of  bw  whether  civil,  criminal,  or  regubtory  in 
nature,  to  the  appropibte  ageiKy  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  viobtkm  or  charged  with  enforc¬ 
ing  or  implementing  a  statute  or  bw,  regubtion  or  order  issued  pur¬ 
suant  thereto. 

PoHcks  and  practices  lor  storing,  .rrtrinrhig,  acoesriag,  retalafaig, 
and  dhposiiig  of  records  in  the  sytem: 

Storage:  Paper. 

RetrievabiHly:  By  ruune. 

Safeguards:  Files  are  nuuntained  in  vaulted  areas  or  approved 
rrtetal  filing  cabinets;  ffle  release  b  on  a  controUed-loan  bash  to 
authorized  officiab. 

Retealioa  and  disposal:  Retained  one  year  after  separation  from 
the  Agency  when  material  of  soft.file  b  reviewed  to  determine  and 
destroy  any  duplicate  records  which  are  contained  in  t^  official 
persotmel  folder,  and  ensure  filing  of  material  in  operational  files, 
as  approprbte. 

System  managcr(s)  and  adthess: 

Chief,  K>I  Management  Staff 
Central  Intelligence  AgeiKy 
Washir^ton,  D.C.  20505. 

Nodficalion  procedure:  Individuab  seeking  to  learn  if  thb  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  (Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Regbter  (32CT^  1901.13).  Individuab  must 
comidy  with  these  rules. 

Reoard  aoeem  procedures:  Request  from  individuab  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  rfx>ve. 

Contesting  record  procedures:  The  (Central  Intdhgence  Agency’s 
regubtions  for  access  to  individual  records,  for  disputing  the  con- 
tenta  thereof,  and  for  appealing  an  initial  determination  by  (CIA 
coiKerning  access  to  or  correction  oi  records,  are  promulgated  in 
the  (CIA  rules  section  of  the  Federal  Regbter. 

Record  source  categories:  Employee. 

(Career  Service  Panel. 

Agency  officiab. 

(CIA— 25. 

System  name:  Sru^ptemental  Personnel  (Soft)  FSes. 

lOCmfDOS* 

(Central  Intelligence  Agency 
Wasliii«ton.  D.C.  20505. 

Cntegartei  of  individuafa  covered  by  the  system:  Current  or  former 
staff  or  contract  employees  and  detailed  mOitary  persormeL 

Categories  of  recorrb  b  the  system:  Memoranda  of  dbeussioos, 
working  copies  of  personnri  and  contract  actions  including 
procedural  checkhsb,  performance  apprabab,  travel  and  shqiping 
orders.  Infocmatkm  concerning  conduct,  training,  quahfka- 

tioiu  or  restrictiotu.  dependency  and  residence,  emergency  notifi- 
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cations,  biographic  data.  Letters  of  Instruction.  Also,  cables  and 
dispatches  of  administrative  and  operational  significance,  and 
photographs. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  Amended — Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended— Public 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  oi  records  maintained  in  the  system,  induding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  a  siqjplement  to 
the  official  personnel  folders  by  authorized  operating  officials  to 
facilitate  and  expedite  processing  or  procedure  requirements  and 
transactions  of  employees. 

Serves  as  a  management  tool  for  administrative  and  relating  of¬ 
ficials  for  purposes  of  employee  assignmnt,  promotion,  and  career 
development  considerations  and  determinations. 

To  refer  or  provide  information  in  response  to  or  by  direction  of 
a  court  order,  or  where  there  is  an  indication  of  a  violation  or 
potential  violation  of  law  whether  civil,  criminal,  or  regulatory  in 
nature,  to  the  appropriate  agency  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  vk^tion  or  charged  with  enforc¬ 
ing  or  implementing  a  statute  or  law.  regulation  or  order  issued  pur¬ 
suant  thereto. 

Policies  and  praetkes  for  storing,  retrieving,  acccssinc,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper. 

Rctrievability:  By  name. 

Safeguards:  Files  are  maintained  in  vaulted  areas  or  s4>proved 
metal  filing  cabinets;  file  release  is  on  a  controUed-loan  basis  to 
authorized  officials. 

Retention  and  disposal:  Retained  one  year  after  separation  from 
the  Agency  when  material  of  soft  file  is  reviewed  to  determine  and 
destroy  any  duplicate  records  which  are  contained  in  the  c^icial 
personnel  folder,  and  ensure  filing  of  material  in  operational  ffles. 
as  appropriate. 

System  managers)  and  address: 

Chief,  Personnel  Officer,  DDS&T 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

NodHcatioa  procedure:  Indivkhuils  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washin^n,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
pubUshed  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  di^niting  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Fedoal  Register. 

Record  source  categories:  Employee. 

Career  Service  Panel. 

Agency  officials. 

CIA— 26. 

System  name:  Supplemental  Personnel  (Soft)  Files. 

System  locathm: 

Central  Intelligence  Agency 
Washington.  D  C.  20505. 

Categories  of  huMvidnals  covered  by  the  system:  Current  or  former 
staff  or  contract  employees  and  detailed  military  personnel. 

Categories  of  records  in  the  system:  Memoranda  of  discussions, 
woikmg  copies  of  personnel  and  contract  actions  including 
procedural  checklists,  performance  appraisals,  travel  and  shipping 
orders.  Informatioo  concerning  conduct,  training,  special  qualifica- 
tioos  or  restrictions,  dependency  and  residence,  emergency  notifi¬ 
cations,  biographic  data.  Letters  of  Instruction.  Also,  cables  and 
dispatches  of  administrative  and  operational  signiCkance,  and 
photogn4>hs. 


Anthority  lor  matatinauu  of  the  system:  National  Security  Act  of 
1947,  as  Amended— Public  Ijkw  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended— Public 
Law  81-110. 

Section  506(a),  Federal  Reccuds  Act  of  1950  (44  U.S.C..  Section 
3101). 

Routfam  uses  of  records  nudntahmd  hi  the  system,  catego¬ 

ries  of  users  and  the  pivposes  of  such  uses:  Used  as  a  supplement  to 
the  (rfficial  personnel  folders  by  authorized  operating  officials  to 
facilitate  and  expedite  processing  or  procedural  requirements  and 
transactions  of  em|4oyees. 

Serves  as  a  management  tool  for  administrative  and  (H>erating  of¬ 
ficials  for  purposes  of  employee  assignment,  promotion,  and  career 
development  considerations  determinations. 

To  refer  or  provide  information  in  response  to  or  by  direction  of 
a  court  order,  <»-  where  there  is  an  indication  of  a  violation  or 
potential  variation  of  law  whether  civil,  criminal,  or  regulatory  in 
nature,  to  the  anJir^mate  agency  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforc¬ 
ing  or  implementing  a  statute  or  law,  regulation  or  order  issued  pur¬ 
suant  thereto. 

Policies  and  praetka  lor  storhig,  retrieving,  aoceming,  retaining, 
and  dkpoaing  of  records  in  the  sytem: 

Storage:  Paper. 

Rctrievalrility:  By  name. 

Safeguards:  Files  arq  maintained  in  vaulted  areas  or  approved 
metal  filing  cabinets;  file  release  is  on  a  controDed-loan  basis  to 
authorized  officials.  . 

Retention  and  disposal:  Retained  one  year  after  separation  from 
the  Agency  when  material  of  s(^t  file  is  reviewed  to  determine  and 
destroy  any  duplicate  records  which  are  contained  in  the  official 
personnel  folder,  and  ensure  filing  of  material  in  operational  files, 
as  sfjpropriate. 

System  amnagerfs)  and  address: 

Career  Management  Officer/DDA 
C^tral  Intelligence  Agency 
Washington,  D.C.  20505. 

NodfkathMi  proccdoane:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington.  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  itiles. 

Record  access  procedures:  R^uest  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

CoadesliBg  record  procedures:  The  Central  Intdligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CTA 
concerning  access  to  ot  correction  of  reccnxls,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  catcgarics:  Employee. 

Clareer  Service  Pand. 

Agency  officials. 

CIA— 27. 

System  name:  Supirieaaental  Personnel  (Soft)  Files. 

System  locatfon: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  hadlvidualB  covered  by  the  ^stem:  Current  or  former 
staff  or  contract  employees  and  detailed  mriitary  personnel. 

Categories  ol  records  fas  the  system:  Memoranda  of  discussions, 
working  copies  of  personnel  and  contract  actions  mcluding 
procedural  checklists,  performance  sgtpraisals.  travel  and  shipping 
orders.  Information  coocemieg  conduct,  training.  speciiJ  quaMica- 
tions  or  restrictions,  dependracy  and  residence,  emergency  notifi¬ 
cations,  biographic  dita.  Letters  of  Instruction.  Abo.  cables  and 
divatches  of  administrative  and  operational  significance,  and 
photographs. 

Authority  lor  mahslrnsarr  of  the  system:  National  Security  Act  of 
1947,  as  Amended — Pulriic  Law  80-253. 

Central  Intelligence  Agency  Act  of  19s9,  as  Amended — Public 
Law  81-110. 
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Section  S06(a),  Federal  Records  Act  of  1950  (44  U.S.C..  Section 
3101). 

Routiac  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  a  supplement  to 
the  official  personnel  folders  by  authorized  (H>erating  officiak  to 
facilitate  and  expedite  processing  ot  procedure  requirements  and 
transactions  of  employees. 

Serves  as  a  management  tool  for  administrative  and  operating  of¬ 
ficials  for  purposes  of  employee  assignment,  promotion,  and  career 
development  considerations  and  determinations. 

To  refer  or  provide  information  in  response  to  or  by  direction  of 
a  court  order,  or  where  there  is  an  indication  of  a  violation  or 
potential  violation  of  law  whether  civil,  criminal,  or  regulatory  in 
nature,  to  the  appropriate  agency  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforc¬ 
ing  or  implementing  a  statute  or  law.  regulation  or  order  issued  pur¬ 
suant  thereto. 

Policies  and  practices  for  storiug,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper. 

Retrievability:  By  name. 

Safeguards:  Files  are  maintained  in  vaulted  areas  or  approved 
metal  filing  cabinets;  file  release  is  on  a  controlled-loan  basis  to 
authorized  officials. 

Retention  and  disposal:  Retained  one  year  after  separation  from 
the  Agency  when  material  of  soft  file  is  reviewed  to  ^termine  and 
destroy  any  duplicate  records  which  are  contained  in  the  official 
personnel  folder,  and  ensure  filing  of  material  in  operational  fOes, 
as  appropriate. 

System  manager<s)  and  address: 

Chief,  Services  Staff,  DDO 
Central  Intelligence  Agency 
Washington,  D.C.  20S0S. 

Notifkatioa  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CTA  rules 
pubhshed  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  t^  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Employee. 

Career  Service  Panel. 

Agency  officials. 

CIA— 28. 

System  name:  Supplemental  Personnel  (Soft)  FOes. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Current  or  former 
staff  or  contract  employees  and  detailed  m^tary  personnel. 

Categories  of  records  in  the  system:  Memoranda  of  discussions, 
working  copies  of  personnel  and  contract  actions  including 
procedural  checklists,  performance  appraisals,  travel  and  shipping 
orders.  Information  concerning  conduct,  training,  special  qualifica¬ 
tions  or  restrictions,  dependency  and  residence,  emergency  notifi¬ 
cations;  biographic  data.  Letters  of  Instruction.  Also,  cables  and 
dispatches  of  administrative  and  operational  significance,  and 
photographs. 

Authority  for  mafutciiaace  of  the  system:  National  Security  Act  of 
1947,  as  Amended — Public  Law  80-253. 

Central  InteHigence  Agency  Act  of  1949,  as  Amended — PuUic 
Law  81-110. 

Section  506(a),  Federal  Records  Act  ot  1950  (44  U.S.C,  Section 
3101). 


Routtae  uses  of  records  maiiitaiiied  hi  the  system,  iacludteg  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  a  supplement  to 
the  <rfficial  personnel  folders  by  authorized  operating  ^ficials  to 
facilitate  and  expedite  processing  or  procedural  requirements  and 
transactions  ot  emjAoyecs. 

Serves  as  a  management  Ux4  for  administrative  and  operating  of¬ 
ficials  for  purposes  of  emfdoyee  assignuMnt,  promotion,  and  career 
development  considerations  sind  determinations. 

To  i^er  or  provide  information  in  response  to  or  by  direction  of 
a  court  ocxler,  or  where  there  is  an  indication  of  a  violation  or 
potential  violation  of  law  whether  civfl,  criminal,  regukte^  in 
nature,  to  the  appropriate  agency  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforc¬ 
ing  or  implementing  a  statute  or  law,  regulation  or  order  issued  pur¬ 
suant  thereto. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper. 

Retrievability:  By  name. 

Safeguwds:  Files  are  maintained  in  vauhed  areas  or  approved 
metal  filing  cabinets;  file  release  is  on  a  contndled-loan  basis  to 
authorized  officials. 

Retenthm  and  disposal:  Retained  one  year  after  separation  from 
the  Agency  when  material  of  soft  file  is  reviewed  to  determine  and 
destroy  any  duplicate  records  which  are  contained  in  the  official 
personnel  folder,  and  ensure  filing  of  material  in  operational  files, 
as  appropriate. 

System  maaagcr<s)  and  address: 

Administrative  Officer,  Office  of  the  DCI 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C,  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comidy  with  these  rules. 

Record  aceem  procedmes:  R^uest  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

CoBicating  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  incfividual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  (TIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  (TLA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Employee. 

Career  Service  Panel. 

Agency  officials. 

CIA— 29. 

System  name:  Manpower  Control  System. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Cstegarica  of  faidividuals  covered  by  the  system:  Current  and 
former  Agency  personnel  and  military  or  civilian  personnel  on 
detail  to  the  A^ncy. 

Contract  emidoyees  since  January  1969. 

Apfdicants  in  process  for  employment  for  whom  clearance  has 
been  requested. 

Recipients  of  Agency  awards. 

Participants,  and  beneficiaries  designated  by  deceased  employees 
who  were  participants,  in  the  Agency’s  retirement  system  and 
Voluntary  Investment  Flan. 

Categories  of  records  hi  the  system:  Data  on  employment  history, 
fitness  reports,  qualifications  and  skiOs,  insurance  and  medical 
benefits,  retirement  status,  Vtduntary  Investment  Flan  accounts, 
emergency  designees,  home  and  work  addresses.  Agency  awards, 
military  reserve  data,  cases  in  process  for  employment,  ceiUngs. 
position  and  staffing  patterns. 

Authority  for  maiiitwsance  of  the  system:  National  Security  Act  of 
1947,  as  Amended — Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended— Public 
Law  81-HO. 
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Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3K)1). 

Central  Intelligence  Agency  Retirement  Act  of  1964  for  Certain 
Employees,  as  Amended — Public  Law  88-643.  > 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  statistical  re¬ 
ports  for  CIA  management  on  strength,  distribution  and  utiliption 
of  manpower,  average  grades  and  salaries,  minorities,  projected 
retirements,  profiles  of  Agency  skills  and  qualifications,  compara¬ 
tive  rates  on  promotions,  separations,  new  employees,  reasons  for 
separations. 

To  provide  rosters  and  statistics  for  heads  of  Career  Services  to 
assist  them  in  administering  their  career  development  and  evalua¬ 
tion  programs,  including  promotion  rates  and  headroom,  fitness  re¬ 
port  ratings,  qualifications,  changes  in  their  Career  Services. 

To  provide  staffing  patterns,  grade  and  salary  data  for  office 
heads  required  for  staffing  and  budget  projections. 

To  provide  salary,  leave,  benefits  and  entitlements  for  the  payroll 
system. 

To  provide  rosters  and  statistics  for  components  within  the  Of¬ 
fice  of  Personnel  responsible  for  administering  recruitment, 
hospitalization,  insurance,  retirement,  and  Volunteer  Investment 
Programs 

To  provide  records  of  employees  entering  on  duty  and  employee 
separations  and  current  status  tapes  or  rosters  to  Agency  com¬ 
ponents  of  concern. 

To  provide  statements  of  accounts  to  employees. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape  and  disk. 

Keirievability:  By  name,  employee  number,  organization  code  or 
position  number. 

Safeguards:  Tapes  and  disks  are  maintained  in  a  special  room  in  a 
vaulted  area  with  access  only  by  specia  badge.  All  tapes  are  under 
control  of  a  tape  librarian.  Each  tape  has  a  “security”  profile 
which  the  requester  of  the  tape  must  match.  All  requests  for  recur¬ 
ring  or  special  reports  must  be  approved  by  the  CThief  of  the 
Statistical  Reporting  Branch  or  his  authorized  designee.  Data  is 
released  only  as  related  to  personnel  under  the  requester's  direct 
supervision  and  control  or  to  individuals  responsible  for  administer¬ 
ing  a  particular  Agency  program.  On-line  query  to  the  system  is 
limited  to  personnel  responsible  for  the  maintenance,  update,  and 
preparation  of  input  data  to  the  system  and  to  employees  in  the 
Statistical  Reporting  Branch  by  controlled  password. 

Retention  and  disposal:  Permanent  retention  of  subsystems  cur¬ 
rently  in  operation.  When  system  is  fully  operational,  a  record 
schedule,  including  disposal,  will  be  implemented. 

System  manager(s)  and  address: 

Director,  Office  of  Personnel 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32(i!FR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
I  regulations  for  access  to  individual  records,  for  disputing  the  con- 

!  tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 

concerning  access  to  or  correction  of  records,  are  promulgated  in 
!  the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Applicants,  employees  and  parent 
Federal  agency  of  detailee. 

CIA— 30. 

System  name:  Applicant  Files. 

System  location: 

I  Central  Intelligence  Agency 

i  Washington,  D.C.  20505. 

Categories  of  fasdivkluals  covered  by  the  system:  Persons  who 
apply  for  employment  with  CIA. 


Categories  of  records  in  the  system:  Personal,  medical  and  em¬ 
ployment  history  statements,  educational  transcripts,  personal 
references,  interview  reports,  test  results,  correspondence,  photo¬ 
graphs,  review  comments,  and  processing  records. 

Authority  for  maintenance  of  the  system:  Central  Intelligence 
Agency  Act  of  1949,  as  Amended — Public  Law  81-DO. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3KH). 

National  Security  Act  of  1947,  As  Amended — Public  Law  80-253. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  review  appli¬ 
cant’s  qualifications  for  CIA  position;  for  security  background  in¬ 
vestigation;  and  for  medic^  screening  for  determins^tion  by 
authorized  Agency  official  to  offer  employment. 

A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use”  to  a  Federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  information,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  an  Agency  decision  concerning  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benfit. 

Policies  atMl  practices  for  storing,  rretrieving,  accessing,  retaining, 
and  disposing  of  recoil  in  the  sytem: 

Storage:  Paper  and  microfilm. 

Retrievability:  By  name. 

Safeguards:  Approved  containers  or  area  when  not  in 
use — controUed  loans  to  authorized  officials. 

Retention  and  disposal:  Applicant  files  placed  in  process  for  em¬ 
ployment  but  subsequently  canceDed  are  retained  up  to  two  years 
and  destroyed  by  burning.  Files  on  applicants  who  may  be  of  in¬ 
terest  at  a  later  date  are  retained  indefinitely. 

System  managerfs)  and  address: 

Director,  Office  of  Personnel 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Applicant. 

Educational  institutions. 

Physicians. 

Letters  of  Reference. 

Agency  officials.  | 

Feder^  agencies.  | 

CIA— ^1. 

System  name:  Current  Employees  ^d  Former  Employees  (official 
Personnel  files  and  records  related  thereto). 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505.  t 

Categories  of  individuals  covered  by  the  system:  Current  or  former 
staff  or  contract  employees  and  detailed  military  and  civilian  per¬ 
sonnel.  and  current  former  members  of  Advisory  Groups. 

Categories  of  records  in  the  system:  Personal  and  employment  his¬ 
tory  statements,  personnel  actions,  fitness  reports,  commendations, 
biographic  profile,  retirement  status,  training,  emergency/casualty 
cases,  awards,  travel  arrangements,  medical  and  insurance  claims, 
correspondence,  qualification  registers,  photographs,  and  informa¬ 
tion  relating  to  the  suitability  and  fitness  of  the  individual,  com¬ 
plaints  and  grievances,  external  employment  assistance.  Voluntary 
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Investment  Plans,  financial  and  educational  assistance,  recreation 
programs,  exit  processing.  United  Givers  and  Savings  Bond,  blood 
donors. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  Amended— Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended — Public 
Law  81-110. 

Central  Intelligence  Agency  Retirement  Act  of  1964  for  Certain 
Employees,  as  Amended — Public  Law  83-643. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  administer  personnel 
assignments,  performance  evaluations,  promotions,  adverse  ac¬ 
tions,  counseling,  retirement  determinations  of  qualifications, 
separations,  medical  or  insurance  claims,  statistical  reports,  and 
otherwise  make  decisions  on  the  rights,  benefits  or  entitlements, 
and  utilizations  of  individuals. 

To  prepare  transcripts  in  response  to  a  request  from  another 
government  agency  relative  to  employment  considerations  by  that 
agency.  Employment  and  credit  verifications.  To  update  the  Agen¬ 
cy  Qualifications  Record  System.  To  refer  or  provide  information 
in  response  to  or  by  direction  of  court  order  or  where  there  is  an 
indication  of  a  violation  or  potential  violation  of  law  whether  civil, 
criminal,  or  regulatory  in  nature  to  the  appropriate  agency  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute  or  rule,  regu¬ 
lation,  or  order  issued  pursuant  thereto. 

To  provide  a  data  source  for  production  of  sununary  descriptive 
statistics  and  analytical  studies  in  support  of  the  function  for  which 
the  records  are  collected  and  maintained,  or  for  related  personnel 
management  functions  or  manpower  studies;  or  to  locate  specific 
individuals  for  personnel  research  or  other  personnel  management 
functions. 

To  respond  to  inquiries  from  attorneys  and  insurance  companies 
relative  to  litigation  of  an  accident  claim. 

A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use”  to  a  Federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  information,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  an  Agency  decision  concerning  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  and  microfilm. 

Retrievability:  By  name. 

Safeguards:  Files  are  maintained  in  vaulted  areas  or  approved 
metal  Fling  cabinets;  file  release  is  on  a  controUed-loan  basis  to 
authorized  officials. 

Retention  and  disposal:  Agency  portion  of  the  official  file  is 
destroyed  by  burning  75  years  after  birth  of  employee  or  60  years 
after  date  of  earliest  document. 

System  manager(s)  and  address: 

Director,  Office  of  Personnel 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Other  government  agencies. 

Educational  institutions. 

Employee. 


Agency  ofTkials. 

CIA— 32. 

System  name:  Consultant  and  Independent  Contractor  Records. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Consultants  and 
independent  contractors  who  are  generally  self-employed  and  who 
are  engaged  under  contract  to  provide  technical,  management  and 
scientific  advice  and  services  to  the  Agency. 

Categories  of  records  in  the  system:  Performance  evaluations,  ad¬ 
ministrative  documents  on  compensation  and  benefit  commitments, 
termination  agreements  and  correspondence,  biographic  data,  ap¬ 
pointment  or  contract  data. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  Amended — Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended — Public 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  administer  contrac¬ 
tual  provisions — benefits,  compensation,  transportation,  termina¬ 
tion;  performance  evaluation,  references,  and  to  otherwise  make 
decisions  on  the  rights,  benefits  or  entitlements  and  utilizations  of 
the  individual. 

As  a  source  for  managerial  statistical  and  analytical  studies,  and 
other  related  personnel  management  functions  or  manpower  stu¬ 
dies. 

A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use”  to  a  Federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  information,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  an  Agency  decision  concerning  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

Policies  and  practices'  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  and  microfilm. 

Retrievability:  By  name. 

Safeguards:  Files  are  maintained  in  vaulted  areas  or  approved 
metal  filing  cabinets;  file  release  is  on  a  controUed-loan  basis  to 
authorized  officials,  maintained  during  active  employment  and 
retained  after  separation  in  accordance  with  established  record 
disposal  schedules. 

Retention  and  disposal:  Retained  for  75  years  and  then  destroyed 
by  burning. 

System  managerfs)  and  address: 

Director,  Office  of  Personnel 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 

Washii^on,  D.C.  20505.  Identification  requirements  are 
specified  in  the  CIA  rules  published  in  the  Federal  Register 
(32CnFR  1901.13).  Individuals  must  comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Individual. 

Agency  officials. 

References  as  indicated  by  the  individual. 

CIA— 33. 

System  name:  Prospective  Contributors  ?or  the  Collection  of 
Foreign  Intelligence. 

System  location: 
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Central  Intelligence  Agency 
Washington.  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
voluntarily  indicate  a  willingness  to  contribute  to  Foreign  Intel¬ 
ligence. 

Categories  of  records  in  the  system:  Psychological  assessment 
data. 

Authority  for  maintenance  of  the  system:  NaUonal  Security  Act  of 
1947,  as  Amended— Public  Law  80-253. 

CenUal  Intelligence  Agency  Act  of  1949,  as  Amended— Public 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Agency  officials  use  the 
psychological  assessment  data  to  assist  them  in  reaching  a  decision 
concerning  an  affiliation  with  the  Agency. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  form;  converted  to  microfilm  after  two  years. 

Retrievability:  By  name. 

Safeguards:  Files  are  stored  in  security  approved  containers.  Ac¬ 
cess  is  on  a  need-to-know  basis. 

Retention  and  disposal:  Files  are  maintained  for  two  years  then 
microfilmed.  Files  are  destroyed  by  burning  after  microfilming. 

System  manager(s)  and  address: 

Director,  Office  of  Technical  Service 
Central  Intelligence  Agency 
Washington,  D  C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to; 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D  C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures;  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Centrsd  Intelligence  Agency's 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Individuals  and  Agency  officials. 

CIA— 34. 

System  name:  Clinical  and  Psychiatric  Files  (Employees). 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  CIA  employees 
and  their  dependents;  military  and  Federal  civilian  employees  to 
CIA  detailees  and  their  dependents;  and  retired  or  separated  em¬ 
ployees  and  their  dependents. 

C  ategories  of  records  in  the  system:  Contains  all  physical  examina¬ 
tions,  laboratory  data.  X-rays,  private  physician  reports,  reports  of 
on-the-job  injuries  and  illnesses;  results  of  psychiatric  screening 
and  testing;  reports  of  psychiatric  interviews;  records  of  immuniza¬ 
tions,  and  related  medical  material. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  Amended — Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended — Public 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Title  5,  U.S.C.,  Section  7901. 

Routine  uses  of  records  maintained  in  the  system,  including  categet- 
ries  of  users  and  the  purposes  of  such  uses:  By  Agency  personnel  for 
evaluation  of  suitability  for  assignment,  fitness-for-duty,  health 
maintenance  and  in  reviewing  applications  for  medical  disability 
retirement. 

By  the  Civil  Service  Commission  in  the  case  of  an  employee 
under  that  system  who  applied  for  medical  disability. 


By  the  Office  of  Workers’  CoiiV)ensation  Programs,  Department 
of  Labor,  in  the  case  of  an  employee  who  applies  for  its  compensa¬ 
tion. 

To  provide  information  to  Federal  agencies  for  employees  who 
are  being  assigned  or  detailed  to  those  agencies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Files  are  maintained  in  paper  form  filed  in  an  identifying 
jacket.  Certain  information — medical  history,  laboratory  and  assign¬ 
ment  data — are  contained  on  magnetic  tape  and  punch  cards.  Prin¬ 
touts  from  the  automated  data  processing  are  filed  in  the  subject’s 
medical  file. 

Retrievability:  Access  is  by  a  file  identification  number  which  is, 
in  turn,  cross  referenced  to  a  name. 

Safeguards:  Files  are  stored  in  vaulted  main  file  room.  During 
periods  when  files  are  undergoing  active  processing  they  are 
secured  in  locked  safes.  Unauthorized  entry  into  the  vaulted  file 
room  is  controlled  via  an  alarm  system.  Access  to  computer  infor¬ 
mation  is  controlled  by  limiting  the  number  of  medical  personnel 
approved  for  such  access  by  an  identifying  password.  Access  to  the 
X  main  vault  file  room,  locked  safes  and  the  Agency  Records  Center 
is  controlled  by  limiting  the  number  of  personnel  authorized  such 
access.  4 

Retention  and  disposal:  Files  are  retained  until  such  time  as  the 
employee  retires  or  separates  from  the  Agency — at  which  time, 
^  they  are  retired  to  the  Agency  Records  Center.  To  meet  statutory 
‘  requirements,  they  are  then  retained  for  a  period  of  75  years  from 
I  date  of  birth.  Destruction  of  records  will  be  accompbshed  through 
burning.  Magnetic  tapes  are  degaussed. 

System  manager(s)  and  address: 

Director,  Office  of  Medical  Services 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washint^n,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency's 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  The  individual  supplies  his/her  medical 
history  and  additional  information  is  developed  through  routine 
medical  processing. 

Reports  from  private  physicians  and/or  medical  facilities  when 
permission  is  granted  by  the  individual  concerned. 

CIA— 35. 

System  name:  Clinical  and  Psychiatric  Files  (Applicants). 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Applicants  for 
Agency  Employment. 

Categories  of  records  in  the  system:  Contains  all  physical  examina¬ 
tions,  laboratory  data.  X-rays,  private  physician  reports,  reports  of 
previous  on-the-job  injuries  and  illnesses,  results  of  psychiatric 
screening  and  testing,  reports  of  psychiatric  interviews,  records  of 
immunizations,  and  relat^  medic^  matericil. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  Amended — Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended— Public 
Law  81-110. 

Section  5()6(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Tide  5,  U.S.C.,  Section  7901. 
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Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Office  of  Medi¬ 
cal  Services  to  evaluate  the  medical  suitability  of  applicants  for  em¬ 
ployment. 

Policies  and  practices  for  storing,  retrieving,  :«ccessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  and  X-ray  film. 

Retrievability:  By  name. 

Safeguards:  Files  are  stored  in  vaulted  main  file  room.  During 
periods  when  files  are  undergoing  active  processing  they  are 
secured  in  locked  safes.  Unauthorized  entry  into  the  vaulted  file 
room  is  controlled  by  an  alarm  system.  Access  to  computer  infor¬ 
mation  is  controlled  by  limiting  the  number  of  medicsd  personnel 
approved  for  such  access  by  an  identifying  password.  Access  to  the 
main  vault  file  room,  locked  safes  and  the  Agency  Record  Center  is 
controlled  by  limiting  the  number  of  personnel  authorized  such  ac¬ 
cess. 

Retention  and  disposal:  Successful  applicant  files  are  converted  to 
employee  files.  Files  are  retained  until  such  lime  as  the  employee 
retires  or  separates  from  the  Agency — at  which  time,  they  are  then 
retired  to  the  Agency  Record  Center.  To  meet  statutory  require¬ 
ments,  they  are  then  retained  for  a  period  of  75  years  from  date  of 
birth.  Destruction  of  records  is  accomplished  through  burning.  Ap¬ 
plicant  files  not  processed  are  retained  for  a  period  of  two  years: 
records  are  then  destroyed  by  burning. 

System  manager(s)  and  address: 

Director,  Office  of  Medical  Services 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency's 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  The  individual  supplies  his/her  medical 
history  and  additional  information  is  developed  through  routine 
medical  processing.  Reports  from  private  physicians  and/or  medical 
facilities  when  written  permission  is  granted  by  the  individual  con¬ 
cerned. 

CIA— 36. 

System  name:  Medical  Facihties  and  Physicians. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Lists  of  medical 
facilities  and  names  of  physicians  in  the  Metropolitian  Washington 
area. 

Categories  of  records  in  the  system:  Name,  business  address,  and 
phone  numbers  of  physicians  and  medical  facilities. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  Amended — Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended — Public 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Tide  5,  U.S.C.,  Section  7901. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  information 
to  employees  upon  request  for  external  medical  referral. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper. 

Retrievability:  By  name,  facility,  and  medical  specialty. 


Safeguards:  Maintained  in  locked  file  cabinets.  Access  on  a  need- 
to-know  basis. 

Retention  and  disposal:  Lists  are  continuously  maintained.  When 
updated,  old  lists  are  destroyed  by  burning. 

System  nuuiager(s)  and  address: 

Director,  Office  of  Medical  Services 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuiils  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washin^on,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
pubUshed  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules.  HP  Request  from  individuals  should  be 
addressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereo?,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Agency  physicians  and  contract  medical 
personnel. 

CIA— 37. 

System  name:  Psychological  Test  Data  Files. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Applicants,  CIA 
employees  and  dependents,  detailees  and  dependents,  retired  or 
separated  employees  and  dependents. 

Categories  of  records  in  the  system:  Results  of  psychological  test¬ 
ing  and  assessment  reports. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  Amended — PubUc  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended — PubUc 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C. ,  Section 
3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  In  the  case  of  em¬ 
ployees,  dependents  and  detailees,  to  determine  the  individual’s 
skills  and  aptitudes  and  suitabiUty  for  a  particular  assignment  or 
training  as  distinct  from  his  general  suitabiUty  for  employment 
(psychiatric  screening). 

Data  developed  to  vaUdate  new  tests  and  techniques  as  part  of 
on-going  research  efforts. 

To  prepare  reports  which  summarize  test  results  and  to  assist 
Agency  officials  in  selection  of  candidates  for  employment  and 
career  management  planning  for  employees. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper,  microfilm,  magnetic  tape  and  punch  cards. 

Retrievability:  By  name. 

Safeguarils:  Medical  files  are  stored  in  vaulted  main  file  room. 
During  periods  when  files  are  undergoing  active  processing  they  are 
secured  in  locked  safes.  Access  to  computer  information  is  con- 
troUed  by  limiting  the  number  of  medical  personnel  approved  for 
such  access  by  an  identifying  password.  Access  to  the  main  vault 
file  room,  locked  safes  and  the  Agency  Records  Center  is  con- 
troUed  by  limiting  the  number  of  personnel  authorized  such  access. 

Retention  and  disposal:  Files  on  employees,  dependents  and 
detailees  eire  retained  in  Headquarters  until  retirement  or  separation 
at  which  time  they  are  retired  to  the  Agency  Records  Center, 
where  they  are  retained  30  years  and  then  destroyed  by  the 
Records  Center  by  burning.  Successful  applicants’  files  are  treated 
the  same  as  employees.  Unsuccessful  applicant  files  are  retained 
for  a  period  of  five  years  and  then  destroyed  by  burning. 

System  manageris)  and  address: 

Director,  Office  of  Medical  Services 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 
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NotifkatioD  procedure:  Individuals  seeking  to  leam  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  R^uest  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  The  individual  through  the  completion 
of  a  variety  of  psychological  tests  and  interview  sessions  with 
Agency  medical  officers. 

CIA— 38. 

System  name:  Congressional  Liaison  Records. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuaLs  covered  by  the  system:  Matters  of  liaison 
with  Congressional  Offices  are  filed  in  the  name  of  the  member  of 
the  Office  involved. 

Categories  of  records  in  the  system:  Liaison  record. 

Correspondence  file. 

Newspaper  and  publication  clippings. 

.\uthority  for  maintenance  of  the  system:  Section  506(a),  Federal 
Records  Act  1950,  (44  U.S.C,  Section  3101) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Handle  requests  from 
members  and  Committees. 

Coordinate  Agency  position  on  proposed  legislation. 

Prepare  Agency  position  papers. 

Polkies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper. 

Retrievability:  By  the  name  of  the  Member  of  Congress. 

Safeguards:  All  records  are  stored  in  a  combination  lock  safe;  ac¬ 
cess  is  restricted  only  to  OLC  personnel. 

Retention  and  disposal:  Records  are  screened  before  transferral  to 
the  secondary  records  holding  area  and  any  documents  of  a  tempo¬ 
rary  nature  are  removed  and  destroyed  by  use  of  the  Agency  clas¬ 
sified  waste  disposal  system.  Records  are  destroyed  in  keeping  with 
applicable  regulations  except  in  cases  where  this  office  is  the  office 
of  record,  in  w  hich  case  they  are  kept  for  permanent  retention. 

System  manageris)  and  address: 

Legislative  Counsel 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notifkation  procedure:  Individuals  seeking  to  leam  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rviles 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures;  The  Central  InteUigence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Agency  officials. 

Offices  of  Members  of  Congress,  Congressional  committees  and 
other  Government  agencies. 


C:iA— 39. 

System  name:  Publications  About  CIA. 

System  locatkm: 

(Central  Intelligence  Agency 
Washington,  D.C.  20505.  ' 

Categorks  of  individuals  covered  by  the  system:  Authors  of  publi¬ 
cation,  CIA  employees,  and  other  individuals  mentioned  in 
newspaper  articles  al^t  CIA. 

Categories  of  records  in  the  system:  Newspaper  articles; 

By-lined  articles  mentioning  CIA. 

Articles  mentioning  CIA. 

Correspondence  concerning  arrangements  for  press  interviews 
with  CIA  officers. 

Authority  for  maintenance  of  the  system:  Section  506(a),  Federal 
Records  Act  1950  (4^U.S.C.,  Section  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Agency  officials 
researching  articles  on  the  CIA. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper. 

Retrievability:  By  name. 

Saf^piards:  Files  are  stored  in  a  vaulted  room;  access  upon 
request  on  a  need-to-know  basis. 

Retention  and  disposal:  Files  are  maintained  for  25  years  after 
which  time  they  are  reviewed  and  destroyed  by  burning. 

System  manager(s)  and  address: 

Assistant  to  the  Director 
Office  of  the  Director 
Central  Intelligence  Agency 
Washington,  D.C.  20505.  ^ 

Notification  procedure:  Individuals  seeking  to  leam  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washin^n,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rxiles. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Newspaper  articles  and  correspondence. 

CIA— 40. 

System  name:  CIA  Authors  File. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  CIA  employees 
(current  and  past)  who  have  published  commercially. 

Categories  of  records  in  the  system:  Name  of  author  and  title  and 
source  of  publication. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  Amended — Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended — Public 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  for  author  display 
exhibit  in  CIA  Library. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Manual  card  file. 

Retrievability:  By  name  of  author. 

Safeguards:  Located  in  limited  access  building. 
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Retentloa  and  disposal:  Begun  about  1970;  continuation  will  de¬ 
pend  upon  utility;  no  file  destruction  to  date. 

System  managers)  and  address: 

Director,  Central  Reference  Service 
Central  Intelligence  Agency 
Washington,  D.C.  20S0S. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20S05. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Individual  authors. 

CIA— 41. 

System  name:  Intelligence  in  Public  Literature  File. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  written  on  the  general  topic  of  intelligence  and  have  been 
reviewed  in  the  public  media;  individuals  identified  as  being  in¬ 
volved  in  intelligence  activities. 

Categories  of  records  in  the  system:  Media  articles  on  personalities 
and  events  relating  to  subject  of  intelligence. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  Amended — Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended — Public 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  provide  Agency 
and  other  USIB  components  a  ready-reference  file  on  open  litera¬ 
ture  relating  to  intelligence. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem:  >• 

Storage:  File  folders  and  archives  boxes  of  media  articles. 

Retrfevability:  By  name  of  author  or  general  topics. 

Safeguards:  File  is  open  to  any  Agency  or  Intelligence  Communi¬ 
ty  employee  on  an  official  task;  requests  for  access  to  classified 
portions  are  screened  on  the  basis  of  oTficial  “need-to-know.” 

Retention  and  dkposal:  Articles  and  topics  are  discarded  when  no 
longer  used. 

System  managers)  and  address: 

Director,  Central  Reference  Service 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washin^on,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 


Record  source  categories:  Foreign  and  domestic  news  media;  in¬ 
telligence  reports. 

CIA— 42. 

System  name:  Library  Open  Literature  Ready  Reference  FQe. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Individuals  ap¬ 
pearing  in  news  media. 

Categories  of  records  in  the  system:  Articles  concerning  in¬ 
dividuals  of  intelligence  interest. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1949,  as  Amended — Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended — Public 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  traditional 
library  reference  service  to  Agency  officials.  It  serves  as  an  adjunct 
to  standard  published  reference  works  and  supplies  information  not 
otherwise  readily  available. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Hard  copy  file  of  media  articles. 

Retrievability:  By  subject,  organization  or  personal  name;  some 
are  retrievable  by  a  manual  or  a  computer  index  to  the  file. 

Safeguards:  Requests  for  information  are  screened  for  ap¬ 
propriateness. 

Retention  and  disposal:  Articles  and  categories  are  discarded 
when  no  longer  needed. 

System  manageHs)  and  address: 

Director,  Central  Reference  Service 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

NotificatkNri>rocedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Foreign  and  domestic  news  media. 

CIA— 43. 

System  name:  Briefing  Program  File. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Those  individuals, 
both  foreign  and  U.S.,  who  have  visited  CIA  for  official  briefings 
under  the  CIA  Briefing  Program. 

Categories  of  records  in  the  system:  Names,  dates  of  visits,  and 
parent  organizations  of  visitors. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  Amended — Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended— Public 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  in  planning  briefing 
programs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  rrf  records  in  the  sy  tem: 
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Storage:  3x5  index  cards. 

Retrievability:  By  n£une. 

Safeguards:  Kept  in  secure  area;  only  authorized  officials  have 
access  to  the  file. 

Retention  and  disposal:  Retained  for  5  years  from  date  of  brief¬ 
ing;  then  record  is  destroyed  by  burning. 

System  managerts)  and  address: 

Chief,  Collection  Guidance 
and  Assessments  Staff 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to; 

■  Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Official  correspondence  from  parent  or¬ 
ganizations  of  individuals  to  be  briefed. 

CIA— 44. 

System  name:  Foreign  Map  Sources  Files. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Selected  U.S.  and 
foreign  individuals  and  firms  having  a  potential  to  provide  foreign 
maps. 

Categories  of  records  in  the  system:  Names,  extracts  from  open 
literature,  intelligence  reports,  records  of  map  acquisitions. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  Amended — Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended — Public 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  information 
in  support  of  foreign  map  acquisition. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper. 

Retrievability  :  By  name. 

Safeguards:  Kept  in  secure  area;  only  authorized  personnel  have 
access. 

Retention  and  disposal:  Indefinite;  periodically  purged. 

System  manageris)  and  address: 

Director,  Office  of  Geographic  and 
Cartographic  Research 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 


Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Individuals,  intelligence  reports,  open 
literature. 

CIA— 45. 

System  name:  Soviet-U.S.  Contacts  File. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Prominent  U.S. 
citizens,  such  as  members  of  Congress  and  high-ranking  govern¬ 
ment  officials,  who  have  met  prominent  Soviets  at  meetings  re¬ 
ported  in  the  press. 

Categories  of  records  in  the  system:  Names  and  titles  of  in¬ 
dividuals,  dates  and  places  of  meetings,  subjects  discussed  as  re¬ 
ported  in  the  Soviet  and  U.S.  press. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  Amended — Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended — Public 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  prepare  briefing 
material  for  U.S.  officials  who  plan  to  visit  the  USSR  or  hold 
discussions  with  Soviets  in  the  United  States. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Computer  tapes  and  paper. 

Retrievability:  Name  of  Soviet  or  U.S.  participants,  date,  general 
subject,  and  locations  of  meetings. 

Safeguards:  Requests  for  information  are  screened  for  ap¬ 
propriateness.  Files  are  stored  in  combination  locked  safes. 

Retention  and  disposal:  File  started  in  1974  and  still  considered 
experimental;  continuation  will  depend  upon  utility;  no  file  destruc¬ 
tion  to  date. 

System  manageits)  and  address: 

Director,  Central  Reference  Service 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  leam  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washin^on,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32<rFR  1901.13). 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Soviet  and  U.S.  press. 

CIA-^. 

System  name:  Academic  Relations  File. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Scholars  with 
whom  the  DDI  maintains  contact  for  the  purpose  of  exchanging 
research  and  analyses. 

Categories  of  records  in  the  system:  Names  and  addresses. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  Amended — Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended — Public 
Law  81-110. 
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Section  S06(a),  Federal  Records  Act  of  19S0  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  nudntained  in  the  system,  inciuding  catego¬ 
ries  of  users  and  the  purpom  of  such  uses:  Reference  for  correspon¬ 
dence:  mailing  of  unclassified  Agency  publications. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  5x8  index  cards. 

Retrievability:  By  name. 

Safeguards:  Kept  in  secure  area;  only  authorized  officials  have 
access. 

Retention  and  disposal:  Indefinite;  periodically  purged. 

System  managers)  and  address: 

Coordinator  for  Academic  Relations 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32  CFR  1901.13).  Individuals 
must  comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Correspondence  and  personal  contact. 

CIA— 47. 

System  name:  Professors  and  Placement  Officers  of  Selected  Col¬ 
leges. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Those  key  in¬ 
dividuals  in  selected  colleges  who  may  be  able  to  assist  the  Office 
of  Economic  Research  in  its  professional  recruiting  effort  for 
economics  analysts. 

Categories  of  records  in  the  system:  Names  and  parent  organiza¬ 
tions. 

Authority  for  maintenance  of  the  system:  Central  Intelligence 
Agency  Act  of  1949,  as  Amended — Public  Law  81-1 10. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  in  Office  of 
Economic  Research  recruiting  program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  List. 

Retrievability:  By  name. 

Safeguards:  Kept  in  secured  area;  only  authorized  officials  have 
access. 

Retention  and  disposal:  Indefinite;  periodically  purged. 

'  System  manager(s)  and  address: 

Director.  Office  of  Economic  Research 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 


Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulatiorrs  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Professional  contacts  established  by  the 
Office  of  Economic  Research  and  Agency  recruiters. 

CIA-48. 

System  name:  Cryptographic  Access  File. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Agency  staff  per¬ 
sonnel,  contract  employees,  and  contractor  employees  who  have 
been  authorized  access  to  cryptographic  information. 

Categories  of  records  in  the  system:  Biographic  information  in¬ 
cluding  name,  date  of  birth,  social  security  number,  and  Agency 
component  or  conunercial  employer  and  date  of  clearance  of  per¬ 
son  being  granted  access. 

Authority  for  maintenance  of  the  system:  Executive  Order  1()450. 

Public  Law  81-513,  dated  13  May  1950. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Control  and  accountabili¬ 
ty  of  cryptographic  access  clearances. 

Certify  to  Agency  officials  and  to  other  agencies  and  private  con¬ 
tractors  names  of  individuals  who  possess  a  cryptographic 
clearance. 

Users  of  this  information  are  the  Office  of  Security  and  Office  of 
Communications. 

A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use’’  to  a  Federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  information,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  an  Agency  decision  concerning  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  and  computer. 

Retrievability:  By  name. 

Safeguards:  Information  on  paper  media  is  stored  in  combination 
lock  safes  or  in  a  secure  area;  access  is  limited  to  authorized  em¬ 
ployees  on  a  need-to-know  basis.  Information  stored  on  the  com¬ 
puter  system  is  subject  to  safeguards  established  by  the  Office  of 
Security. 

Retention  and  disposal:  Paper  files  are  retained  until  the  clearance 
is  rescinded.  Destruction  of  paper  records  is  accomplished  through 
burning.  Computer  records  are  revised  when  clearance  is  rescinded. 

System  managerfs)  and  address: 

Director,  Office  of  Communications 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency's 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  The  source  of  biographic  information  is 
the  Office  of  Security  or  official  correspondence  notifying  Office 
of  Conununications  of  a  change  in  the  individual’s  status. 
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Employee. 

CIA— 49.  7 

System  name:  Directorate  of  Operations  Records  System. 

System  locatkm: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
are  of  foreign  intelligence  or  foreign  counterintelligence  interest  to 
the  CIA,  either  because  of  their  actual,  apparent,  or  potential  as¬ 
sociation  with  foreign  intelligence  or  foreign  counterintelligence  ac¬ 
tivities,  or  because  they  are  of  actual  or  potential  use  to  CIA. 

Categories  of  records  in  the  system:  Categories  of  records  include 
administrative,  management  and  policy,  personality,  operational, 
and  impersonal  subjects  based  primarily  on  foreign  intelligence  and 
foreign  counterintelligence  reports. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  Amended — Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended — Public 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Immigration  and  Nationality  Act,  as  Amended — Public  Law  82- 
414. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  information 
within  CIA  and  to  selected  Federal  agencies  and  military  depart¬ 
ments  for  the  conduct  of  foreign  intelligence  operations. 

To  provide  information  within  CIA  and  to  the  FBI,  other 
selected  Federal  agencies,  and  military  departments  for  the  conduct 
of  foreign  counterintelligence  operations. 

To  conduct  national  Agency  name  checks  for  other  agencies  as 
required  by  National  Security  Council  Directive  and  the  Immigra¬ 
tion  and  Nationality  Act  of  1952  in  the  interest  of  the  security  of 
the  United  States. 

To  provide  information  to  the  Immigration  and  Naturalization 
Service. 

A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use”  to  a  Federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  information,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  an  Agency  decision  concerning  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

To  provide  information  to  U.S.  and,  through  established  liaison 
channels,  selected  foreign  government  agencies  in  national  security 
or  criminal  cases. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper,  microforms,  and  magnetic  media. 

Retriev.-ibility:  By  name. 

Safeguards:  Strict  controls  have  been  imposed  to  minimize  the 
risk  of  compromising  information  held.  Employees  are  allowed  ac¬ 
cess  to  the  index  and  files  only  after  undergoing  special  training. 
There  are  degrees  of  compartmentation  which  are  designed  to  limit 
access  to  information  on  a  strict  “need-to-know”  basis.  Records 
are  kept  of  each  disclosure  of  a  record  to  another  agency  as 
required  by  this  act. 

Retention  and  disposal:  Retention  is  based  on  approved  records 
disposition  schedules.  Destruction  is  by  pulping,  degaussing,  or 
burning. 

System  managers)  and  address: 

Chief,  Services  Staff,  DDO 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  leam  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washin^on,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 


Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Other  U.S.  agencies  and  organizations. 

Foreign  sources  and  individuals. 

Predecessor  organizations. 

Overt  publications. 

Private  citizens. 

State  and  local  agencies. 

CIA— 50. 

System  name:  Financial  Records. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Staff,  contract 
persoiuiel,  consultants  and  independent  contractors. 

Categories  of  records  in  the  system:  Records  required  to  ad¬ 
minister  compensation  payments,  payments  to  CIA  Retirement 
System  (CLAIMS)  annuitants  ,*authorized  or  required  payroll  deduc¬ 
tions  or  contributions  for  Federal,  state  and  city  income  tax,  retire¬ 
ment,  insurance.  Credit  Union,  etc.,  and  leave  entitlements.  Person¬ 
nel  actions,  contracts,  W-4s,  W-2s,  withholding  authorizations, 
banking  instructions  for  dissemination  of  employees’  salary  checks. 

Official  travel  orders,  record  of  funds  advanced  and  transporta¬ 
tion  furnished,  copies  of  travel  claims  and  accountings. 

Records  and  statements  concerning  the  status  of  funds  advanced 
to  individuals  for  official  purposes. 

Correspondence  and  copies  of  all  financial  documentation  accu¬ 
mulated  in  the  collection  and  settlement  of  amounts  due  the  Agen¬ 
cy  from  former  employees. 

Financial  accounts  and  records  concerning  employees’/  former 
employees’  participation  in  the  Voluntary  Investment  Plan.  Mem¬ 
bership  application,  payroll  deduction  authorization,  quarterly 
status  statement,  funds  withdrawal  requests. 

Certifying  officers;  contracting  officers;  and  authorizing  letter 
and  signature  card. 

Authority  for  maintenance  of  the  system:  Central  Intelligence 
Agency  Retirement  Act  of  1964  for  Certain  Employees,  as 
Amended — Public  Law  88-643. 

Central  Intelligence  Agency  Act  o?  1949,  as  Amended — Public 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  CIA  personnel 
to  fulfill  statutory  requirements  with  regard  to  the  computation, 
payment,  and  recording  of  compensation  due  Agency  personnel  and 
annuities  due  to  CIARDS  annuitants  and  to  report  Federal,  state, 
and  local  taxing  authorities  tax  information  as  required  by  law; 
used  by  CIA  officials  to  report  and  remit  to  appropriate  Federal, 
state,  and  local  agencies  tax  withholdings,  individual  and  CIA  con¬ 
tributions  for  retirement,  life  and  health  insurance  programs,  and 
other  deductions  as  required  or  authorized  by  the  individual. 

Used  by  CIA  personnel  concerned  with  the  administration, 
processing,  audit  and  certification  of  travel  and  transportation  ac¬ 
counts. 

Used  by  CIA  personnel  as  an  administrative  control  to  ensure 
that  official  funds  advaiKed  to  individuals  are  properly  and  fully 
accounted  for. 

Used  by  CIA  personnel  to  pursue  and  document  efforts  made  to 
collect  amounts  due  the  Agency  from  former  Agency  personnel. 

Used  by  CIA  personnel  in  the  financial  administration  of  the 
Voluntary  Investment  Plan  and  to  inform  participants  of  their  equi¬ 
ty  in  the  Han. 

Used  within  CIA  by  Agency  personnel  charged  with  responsibili¬ 
ty  for  determining  that  the  commitment  and  expenditure  of  Agency 
funds  is  authorized,  approved,  and  certified  by  officials  to  whom 
such  authority  has  been  delegated. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper,  punch  cards,  microfilm,  magnetic  tape  and  disks. 

Retrievability:  By  name,  employee  number,  and  component  of  as¬ 
signment. 
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Safeguards:  Records  are  located  in  either  vaulted,  limited  access 
areas  or  in  combination  lock  safes.  Access  to  the  records  is  strictly 
limited  to  Agency  personnel  who  either  woiic  with  the  records  or 
have  an  official  need  for  the  information. 

Retention  and  disposal:  Method  of  disposal  is  by  burning, 
degaussing  or  shredding,  whichever  is  the  most  appropriate  for  the 
particular  medium  in  which  the  record  is  maintained.  Records  are 
retain'^d  in  accordance  with  established  record  disposal  schedules. 

System  manager(s)  and  address: 

Director,  Office  of  Finance 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

NotifkatiDn  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  .Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Individuals  and  Agency  officials. 

CIA— 51. 

System  name:  Security  Duty  Office  Event  Reports. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
contact  the  Security  Duty  Office. 

Categories  of  records  in  the  system:  Name,  date  and  subject 
matter  of  contact  by  individual. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  Amended — Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended — Public 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Brief  senior  Security  Of¬ 
ficers  concerning  contacts  made  by  individuals  and  events  involving 
the  Agency  and  Agency  facilities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper. 

Retrievability:  By  name. 

Safeguards:  Records  are  maintained  in  office  which  is  manned  on 
a  24-hour  basis.  Information  is  disclosed  to  Agency  officials  on  a 
need-to-know  basis. 

Retention  and  disposal:  Records  are  maintained  only  for  time 
period  when  subject  is  of  interest  to  the  Agency.  Records  are 
destroyed  by  burning. 

System  manager(s)  and  address: 

Director,  Office  of  Security 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 


Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  General  public,  employees  and  Federal, 
state  and  local  officios. 

CIA— 52. 

System  name:  Special  Clearance  System. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Federal,  civilian 
and  military  personnel  and  representatives  from  private  industry 
who  possess  special  access  clearances. 

Categories  of  records  in  the  system:  Name,  date  of  birth,  social 
security  number,  date  of  background  investigation,  organization, 
and  clearances  held. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  Amended — Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended — Public 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  certify  throughout  the 
Intelligence  CTommunity  and  related  industry  the  individuals  whose 
names  are  contained  in  this  Special  Register  for  purposes  o?  con¬ 
trolling  access  to  special  classified  materials. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Cards,  computer  tapes  and  paper. 

Retrievability:  By  name,  social  security  number,  and  organiza¬ 
tion. 

Safeguards:  The  records  are  stored  in  a  secure  area.  Access  to 
the  storage  area  is  restricted  to  those  who  have  the  proper 
clearances  and  have  a  need-to-know. 

Retention  and  disposal:  The  records  are  kept  as  long  as  an  in¬ 
dividual  possesses  special  access  clearances.  Records  are  destroyed 
when  individual  is  debriefed  of  special  clearance(s).  Paper  records 
are  burned;  magnetic  tapes  are  degaussed. 

System  manageiKs)  and  address: 

Director,  Office  of  Security 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington.  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  nJes. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Agency  personnel,  and  other  Federal 
agencies,  and  private  industry. 

CIA— 53. 

System  name:  Liaison  Contact  Files. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Federal  civilian 
and  military  personnel  with  whom  various  Agency  personnel  con¬ 
duct  liaison. 

Categories  of  records  in  the  system:  Individual’s  name,  date  of 
birth,  and  level  of  clearance  held. 
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Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  Amended— Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended— Public 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Certification  to  Agency 
officials  the  level  of  clearance  held  by  the  individual  at  his  parent 
organization  or  level  of  approval  of  liaison  clearance. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper. 

Retrievability:  By  name. 

Safeguards:  The  records  are  stored  in  a  secure  area.  Access  to 
the  area  is  restricted  to  authorized  Office  of  Security  employees. 

Retention  and  disposal:  The  records  are  kept  for  three  years  and 
then  destroyed  by  burning,  except  when  there  is  a  documented 
request  to  continue  the  liaison. 

System  manageris)  and  address: 

Director,  Office  of  Security 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington.  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rtiles 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  deteimination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Federal  civilian  emd  military  depart¬ 
ments. 

CIA— 54. 

System  name:  Central  Badge  System. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Agency  em¬ 
ployees  and  individuals  who  required  building  access  badges. 

Categories  of  records  in  the  system:  Name,  date  and  place  of 
birth,  social  security  number,  photographs  and  fingerprints. 

Authority  for  maintenance  of  the  system:  Central  Intelligence 
Agency  Act  of  1949,  as  Amended — Public  Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

National  Seciuity  Act  of  1947,  as  Amended — Public  Law  80-253. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  Office  of 
Security  to  identify  and  control  access  to  Agency  facilities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper,  photographs  and  magnetic  media. 

Retrievability;  Name  and  badge  number. 

Safeguards:  Records  are  maintained  in  vault.  Access  is  limited  to 
individuals  on  need-to-know  basis. 

Retention  and  disposal:  Retained  for  duration  of  employment  or 
association  with  the  Agency.  Records  are  destroyed  by  burning  two 
years  after  resignation  or  termination  of  the  association. 

System  manageris)  and  address: 

Director,  Office  of  Security 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 


Notification  procedure:  Individuals  seeking  to  leam  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to; 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  deteimination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Employee  records  and/or  the  individual 
requesting  identification  badge. 

CIA— 55. 

System  name:  Occupational  Accident  Report  Records. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Agency  em¬ 
ployees  and  other  individuals  associated  with  the  Agency  who  have 
completed  an  accident  report  form. 

Categories  of  records  in  the  system:  Name,  organizational  affilia¬ 
tion,  age,  and  report  of  accident  and  investigative  report. 

Authority  for  maintenance  of  the  system:  Central  Intelligence 
Agency  Act  of  1949,  as  Amended — Public  Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Section  19(a),  Occupational  Safety  and  Health  Act  of 
1970— Public  Law  91-596. 

Executive  Order  11807. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  determine  accident 
causes  and  recommend  remedial  actions. 

To  prepare  briefings  on  Agency  accident  experience. 

To  prepare  quarterly  and  annual  statistic  reports  for  the  Depart¬ 
ment  of  Labor. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper. 

Retrievability:  By  name. 

Safeguards:  Records  are  stored  in  a  secure  area  approved  for 
material  up  through  Secret. 

Retention  and  disposal:  Retain  for  five  years  and  then  destroy  by 
burning. 

System  manageris)  and  address: 

Director,  Office  of  Security 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Employees  and  Agency  affiliated  i>er- 
sonnel. 

CIA— 56. 

System  name:  Security  Analysis  Records. 
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System  locatioii: 

Central  Intelligence  Agency 
Washington,  D.C.  20S0S. 

Categories  of  individuals  covered  by  the  system:  Any  individual 
who  comes  to  the  attention  of  the  Agency  broause  of  a  counterin¬ 
telligence  interest  that  concerns  Agency  personnel  or  Agency 
security. 

Categories  of  records  in  the  system:  Biographic  information  -and 
data  concerning  an  individual’s  involvement  in  specific  intelligence 
and  counterintelligence  activities. 

Authority  for  maintenance  of  the  system:  National  Security  Act  of 
1947,  as  Amended— Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended — Public 
Law  81-110. 

Section  S06(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Inform  Agency  officials 
of  potential  or  actual  Cl  information  involving  Agency  personnel  or 
facilities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper. 

Retrievability:  By  name. 

Safeguards:  AU  records  are  maintained  in  a  vaulted  area.  Access 
*  is  limited  on  a  need-to-know  basis. 

Retention  and  disposal:  Permanent  retention. 

System  manager(s)  and  address: 

Director,  Office  of  Security 
Central  Intelligence  Agency 
Washington,  D.C.  20505.  " 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal 

Record  source  categories;  Employees. 

U.S.  Government  agencies. 

Foreign  intelligence  sources. 

CIA— 57. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Security  Records. 

System  location: 

Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Categories  of  individuals  covered  by  the  system:  Applicants,  staff 
and  contract  employees,  former  employees,  consultants,  contrac¬ 
tors,  military  de^ees,  individuals  of  security  interest,  persons  of 
substantive  affiliation  with  or  service  to  the  Agency,  and  persons 
on  whom  the  Agency  has  conducted  an  investigation. 

Categories  of  records  in  the  system:  Investigation  requests. 

Biographical  data  (name,'  sex,  D/POB,  social  security  number, 
and  employer  and  employee  address  at  time  record  was  created). 

Authorizations  for  the  release  of  high  school  and  college  trans¬ 
cripts  and  copies  of  those  transcripts. 

Investigative  reports. 


Appraisal  summaries  reflecting  the  rationale  for  granting  or  refus¬ 
ing  a  security  clearance. 

Eiocumentation  of  the  final  action  taken  by  the  Office  of  Security 
concerning  any  given  investigation. 

Secrecy  agreements. 

Documentation  of  subsequent  actions  such  as  the  granting  or 
reTusing  of  special  clearances,  approvals  for  assignment  overseas, 
notations  that  polygraph  or  other  special  interviews  were  per¬ 
formed,  notices  of  transfers  and  changes  in  assignments;  memoran¬ 
da  concerning  security  violations;  notices  of  termination  of  affilia¬ 
tion  with  the  Agency. 

Authority  for  nudntcnance  of  the  system:  National  Security  Act  of 
1947,  as  Amended — Public  Law  80-253. 

Central  Intelligence  Agency  Act  of  1949,  as  Amended — Public 
Law  81-110. 

Section  506(a),  Federal  Records  Act  of  1950  (44  U.S.C.,  Section 
3101). 

Executive  Order  10450. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  system  is  used  to 
ascertain  whether  there  is  any  existing  information  concerning  a 
person  who  is  of  immediate  interest  to  the  CIA.  The  system  is  rou¬ 
tinely  used  when: 

a  person  applies  for  CIA  employment; 

a  person  is  a  candidate  or  associated  with  a  candidate  for  some 
project  or  assignment; 

a  question  arises  as  to  whether  a  certain  individual  has  been 
security  approved,  or  considered  for  security  approval  by  the  CIA; 

there  is  a  need  to  obtain  the  security  file  of  an  individual  who  is 
known  (or  assumed)  to  be  the  subject  of  a  file;  and 

CIA  receives  a  request  for  investigative  information  from  another 
Federal  agency. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper,  microfilm,  computer  disks  and  magnetic  tapes. 

Retrievability:  By  name. 

Safeguards:  Records  are  safeguarded  by  combination  lock  securi¬ 
ty  containers,  or  are  stored  within  a  vaulted  area.  Access  is 
restricted  to  individuals  who  are  certified  on  an  “Access  List.’’  The 
Access  List  is  validated  each  month  and  published  so  that  responsi¬ 
ble  officials  can  insure  that  records  are  accessed  only  for  official 
purposes. 

Retention  and  disposal:  Files  which  contain  Agency-developed  in¬ 
vestigative  reports  on  an  individual  are  retained  permanently. 

System  manager(s)  and  address: 

Director,  Office  of  Security 

Central  Intelligence  Agency  ' 

Washington,  D.C.  20505. 

Notification  procedure:  Individuals  seeking  to  learn  if  this  system 
of  records  contains  information  about  them  should  direct  their 
inquiries  to: 

Privacy  Act  Coordinator 
Central  Intelligence  Agency 
Washington,  D.C.  20505. 

Identification  requirements  are  specified  in  the  CIA  rules 
published  in  the  Federal  Register  (32CFR  1901.13).  Individuals  must 
comply  with  these  rules. 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  as  indicated  in  the  notification  section  above. 

Contesting  record  procedures:  The  Central  Intelligence  Agency’s 
regulations  for  access  to  individual  records,  for  disputing  the  con¬ 
tents  thereof,  and  for  appealing  an  initial  determination  by  CIA 
concerning  access  to  or  correction  of  records,  are  promulgated  in 
the  CIA  rules  section  of  the  Federal  Register. 

Record  source  categories:  Current  and  former  employees,  con¬ 
sultants,  contractors,  contract  employees,  military  detailees,  appli¬ 
cants  for  employment,  persons  of  substantive  affiliation  with  or 
service  to  the  Agency,  Federal,  state  and  local  agencies,  educa¬ 
tional  institutions,  employers,  personal  and  business  references  pro¬ 
vided  by  the  individual  under  investigation  and  acquaintances  of 
the  individual. 


[FR  Doc.75-22626  FUed  8-27-76:8:45  am) 


FEDERAL  REGISTER  VOL.  40,  NO.  1M— THURSDAY,  AUGUST  28,  197S 


PROPOSED  RULES 


39803 


UNITED  STATES  RAILWAY 
ASSOCIATION 
[49CFRPart932] 

PRIVACY  ACT  OF  1974; 
IMPLEMENTATION 

Proposed  Rulemaking 

Notice  is  hereby  given  that  the  United 
States  Railway  Association  proposes  to 
amend  49  CFR,  Chapter  9  by  adding  Part 
932  to  implement  the  provisions  of  the 
Privacy  Act  of  1974  (Pub.  L.  93-579,  88 
Stat.  1896).  Part  932  establishes  regu¬ 
lations  for  the  protection  of  personal 
privacy  of  individuals  identified  in  rec¬ 
ords  maintained  by  the  Association. 

The  Privacy  Act  requires  each  Federal 
agency  that  maintains  any  systems  of 
records  as  defined  in  the  statute  to  pro¬ 
mulgate  rules  pursuant  to  the  provisions 
of  the  Act.  The  United  States  Railway 
Association  presently  maintains  such 
systems  of  records  with  respect  to  its 
personnel  and  with  respect  to  employees 
of  railroads  in  reorganization  under  the 
Regional  Rail  Reorganization  Act  of  1973 
(Pub.  L.  93-236,  88  Stat.  985).  This  pro¬ 
posal  will  apply  to  other  possible  sys¬ 
tems  of  records  set  up  in  the  future,  as 
applicable.  The  proposed  regulations  pro¬ 
vide  the  procedures  for  requests  for  in¬ 
formation,  access  to  and  disclosure  of 
records,  and  the  actions  to  be  taken  by 
the  Association  in  response  to  such  re¬ 
quests.  The  Vice  President  for  Adminis¬ 
tration  will  be  primarily  responsible  for 
handling  all  requests  under  the  Privacy 
Act.  The  regulations  further  contain  pro¬ 
visions  for  accounting  of  disclosures 
made,  requests  for  amendment  of  a  rec¬ 
ord  and  appeal  from  refusal  to  amend 
a  record,  and  fees  for  the  copying  and 
mailing  of  records.  Additionally,  the  reg¬ 
ulations  reserve  to  the  President  of  the 
Association  the  right  to  create  exemp¬ 
tions  pursuant  to  the  specific  exemption 
provisions  of  the  Act. 

Any  person  interested  in  the  rules  pro¬ 
posed  herein  may  participate  in  this  rule- 
making  by  submitting  written  data, 
views,  or  arguments  to  the  Docket  Clerk, 
United  States  Railway  Association,  Room 
2222,  2100  Second  Street,  SW.,  Wash¬ 
ington,  D.C.  20595,  on  or  before  Septem¬ 
ber  15, 1975. 

Therefore,  the  United  States  Railway 
Association  proposes  to  add  to  49  CFR, 
Chapter  9,  the  following  Part  932,  USRA 
Rules  for  Access  to  Systems  of  Records 
under  the  Privacy  Act  of  1974. 


PART  932— USRA  RULES  FOR  ACCESS  TO 
SYSTEMS  OF  RECORDS  UNDER  THE 
PRIVACY  ACT  OF  1974 


Sec. 

932.1 

Purpose  and  scope. 

932.2 

Definitions. 

932.3 

Requests  for  access. 

932.4 

Procedure  for  access. 

932.5 

Disclosure. 

932.6 

Request  for  correction  or 

amend- 

932.7 

ment. 

Procedure  for  correction  or 

amend- 

932.8 

ment. 

Request  for  review  or  refusal 

to  cor- 

932.9 

rect  or  amend. 

Disclosure  to  another  person. 

Sec, 

932.10  Exemptions. 

932.11  Fees. 

932.12  Penalties. 

Authority:  Pub.  L.  93-579;  88  Stat.  1896; 
5  U.S.C.  652a. 

§  932.1  Purpose  and  scope. 

The  purpose  of  this  part  is  to  imple¬ 
ment  provisions  of  5  U.S.C.  552a  with  re¬ 
spect  to  the  availability  to  an  individual 
of  records  maintained  by  the  United 
States  Railway  Association,  whether  the 
records  predate  or  postdate  September 
27,  1975,  the  effective  date  set  forth  in 
section  8  of  the  Privacy  Act  of  1974 
(Act),  USRA  policy  encompasses  the 
safeguarding  of  individual  privacy  from 
any  piisuse  of  Federal  records  and  the 
provision  of  access  to  individuals  to 
USRA  records  concerning  them,  except 
where  such  access  is  in  conflict  with 
the  Freedom  of  Information  Act  or  other 
statute. 

§  932.2  Definitions. 

In  this  part: 

Access  means  the  ability  to  obtain  the 
information  contained  in  a  record. 

Amendment  means  modification  or 
correction  of  the  information  contained 
in  a  record. 

Association  means  the  United  States 
Railway  Association. 

Disclosure  means  providing  to  an  in¬ 
dividual  or  agency  (other  than  those 
authorized  access  as  a  routine  use)  the 
content  or  any  part  of  the  information 
contained  in  a  record,  whether  by  word- 
of-mouth,  hard  copy,  or  any  other  form. 

Individuals  means  all  persons  on 
whom  the  Association  keeps  records,  in¬ 
cluding  its  employees,  consultants,  em¬ 
ployees  of  consultants,  employees  of  rail¬ 
roads  in  reorganization,  and  any  other 
individuals  on  whom  USRA  maintains  in¬ 
formation. 

Record  means  any  item,  collection,  or 
grouping  of  information  about  an  indivi¬ 
dual  that  is  maintained  by  USRA  and 
that  contains  his  name,  or  identifying 
number,  symbol,  or  other  identifying 
particular  assigned  to  the  individual. 

Routine  Use  means,  with  respect  to  the 
disclosure  of  a  record,  the  use  of  such 
'record  for  a  purpose  which  is  compatible 
with  the  purpose  for  which  it  was  col¬ 
lected. 

Statistical  Record  means  a  record  in  a 
system  of  records  maintained  for  statis¬ 
tical  research  or  reporting  purposes  only 
and  not  used  in  whole  or  in  part  in  mak¬ 
ing  any  determination  about  an  identi¬ 
fiable  individual,  except  as  provided  by 
section  8  of  Title  13. 

System  of  Records  means  a  group  of 
records  under  the  control  of  USRA  from 
which  information  is  retrieved  by  the 
name  of  the  individual,  or  by  some  iden¬ 
tifying  number,  symbol,  or  other  identi¬ 
fying  particular  assigned  to  the  individ¬ 
ual. 

§  932. .3  Requests  for  aecess. 

Interested  individuals  may  request  that 
a  determination  be  made  as  to  whether  a 
system  of  records  in  USRA  contains  a 


record  pertaining  to  them  and/or  may 
request  disclosure  to  them  of  the  infor¬ 
mation  pertaining  to  them  in  such  rec¬ 
ords  by  sending  a  signed,  written  request, 
so  stating,  to: 

United  States  Railway  Association.  Vice 

President  for  Administration.  2100  Second 

Street.  SW..  Washington.  D.C.  20595. 

Each  request  must  contain  the  name  and 
address  of  the  individual  and  the  name 
of  the  system  of  records,  as  published  in 
the  Federal  Register  or  elsewhere,  on 
which  the  determination  is  to  be  made. 
The  individual  may  be  asked  to  provide 
additional  information  to  assist  USRA  in 
making  the  determination.  However, 
making  the  determination  will  not  be 
contingent  upon  the  provision  of  such 
additional  information. 

§  932.4  Procedure  for  access. 

USRA  will  respond  to  such  requests 
within  ten  days,  excluding  Saturdays, 
Sundays,  and  Holidays,  and,  if  disclo¬ 
sure  to  the  individual  was  requested, 
specify  the  time  and  place  where  the  dis¬ 
closure  is  to  be  made,  the  requirements 
for  identification  of  the  individual  mak¬ 
ing  the  request,  and  the  name  of  the  in¬ 
dividual  in  USRA  to  contact.  The  in¬ 
dividual  may  be  accompanied  by  another 
individual  of  his  or  her  choosing  pro¬ 
vided  that  the  individual  requesting  the 
disclosure  provides  a  written  statement  to 
USRA  authorizing  the  accompanying  in¬ 
dividual’s  presence.  The  time  and  place  of 
disclosure  will  normally  be  during  reg¬ 
ular  working  hours,  Monday  through  Fri¬ 
day.  in  USRA.  2100  Second  Street,  SW.. 
Washington,  D.C.  20595.  Requirements 
for  identification  will  normally  be  limited 
to  the  presentation  of  any  standard  pic¬ 
ture  and  signature  or  signature  identifi¬ 
cation  card,  such  as  driver’s  license,  so 
that  a  comparison  of  the  signature  and 
the  signature  on  the  original  request  may 
be  made.  The  appearing  individual  will 
be  read  paragraph  (3),  subsection  (i)  to 
Title  5  USRA  552a  which  specifies  the 
penalty  for  knowingly  or  willingfully  re¬ 
questing  or  obtaining  a  record  concern¬ 
ing  an  individual  from  an  agency  under 
false  pretenses  and  asked  to  sign  a  state¬ 
ment  attesting  to  the  fact  that  he  or  she 
understands  the  paragraph  and  that  he 
or  she  is,  in  fact,  the  individual  who  made 
the  request  (or  the  individual  authorized 
to  receive  the  disclosure  by  the  request¬ 
ing  individual).  This  signature  will  be 
compared  with  the  other  two.  If  the  ap¬ 
pearing  individual  is  other  than  the  re¬ 
questing  individual,  then  he  or  she  must 
also  present  a  letter  of  introduction 
signed  by  the  requesting  individual  so 
that  the  comparison  of  signature  may  be 
made. 

§  932.5  Disclosure. 

USRA  will,  upon  approving  a  request 
for  disclosure,  provide  that  individual, 
at  the  time  and  place  agreed  upon,  what¬ 
ever  information  pertaining  to  the  in¬ 
dividual  the  system  of  records 'contains. 
If  the  information  in  the  system  of 
records  can  be  verified  as  pertaining  to 
the  individual  making  the  request  and  to 
no  other,  USRA  will  mail  a  copy  of  such 


FEDERAL  REGISTER,  VOL.  40,  NO.  1 68— THURSDAY,  AUGUST  28,  1975 


39804 


PROPOSED  RULES 


information  to  the  individual  if  requested 
in  writing  to  do  so.  The  requesting  in¬ 
dividual  may  request  that  the  disclosure 
be  made  to  some  other  individual  at  the 
designated  time  and  place  by  doing  so  in 
writing  and  providing  to  USRA  the  name, 
address  and  such  other  information  as 
may  be  necessary  to  identify  positively 
the  individual  to  whom  the  disclosure  is 
to  be  made  at  his  or  her  appearance  (See 
§  932.4). 

§  932.6  Requost  for  correction  or 
amendment. 

The  individual  to  whom  the  record  per¬ 
tains  may  request  that  the  record  be  cor¬ 
rected  or  amended  by  submitting  a  writ¬ 
ten  request  to  this  effect  to  the  same  ad¬ 
dress  as  given  in  §  932.3.  The  request 
should  contain  the  same  identifying  in¬ 
formation  as  was  contained  in  the  orig¬ 
inal  request  for  determination,  and  in¬ 
dicate  what  information  is  to  be  cor¬ 
rected  or  amended. 

§  932.7  Procedure  for  correction  or 
amendment. 

USRA  will  respond  within  ten  days,  ex¬ 
cluding  Saturdays,  Sundays,  and  Holi¬ 
days.  and  promptly  either  make  the  re¬ 
quested  correction  or  amendment  or  in¬ 
form  the  individual  of  its  refusal  to  make 
the  requested  correction  or  amendment. 


the  reason  for  the  refusal,  the  proce¬ 
dures  established  by  USRA  for  the  in¬ 
dividual  to  request  a  review  of  that  refus¬ 
al  by  the  President  of  USRA  or  an  offi¬ 
cer  designated  by  the  President  of  USRA 
and  the  name  and  business  address  of 
that  official. 

§  932.8  Request  for  review  of  refusal  to 
correct  or  amend. 

USRA  will  permit  the  Individual  who 
disagrees  with  the  refusal  to  amend  his 
record  to  request  a  review  of  such  refusal 
and  not  later  than  30  days,  excluding 
Saturdays.  Sundays,  and  Holidays,  from 
the  date  on  which  the  individual  re¬ 
quests  such  review,  complete  such  review 
and  make  a  final  determination  unless, 
for  good  cause  shown,  the  President  of 
USRA  extends  such  30-day  period:  and  if 
after  his  review,  the  reviewing  official 
also  refuses  to  amend  the  record  in  ac¬ 
cordance  with  the  request,  permit  the 
individual  to  file  a  concise  statement 
setting  forth  the  reasons  for  his  dis¬ 
agreement.  In  that  event,  the  reviewing 
official  shall  notify  the  individual  of  the 
provisions  for  judicial  review  of  his  de¬ 
termination  under  subsection  (g)(1)  (A) 
of  the  Privacy  Act.  Assistance  may  be  ob¬ 
tained  in  preparing  a  request  to  amend 
a  record  or  to  appeal  an  initial  adverse 
determination  or  to  learn  of  the  provi¬ 


sion  for  judicial  review  from  the  USRA 
Privacy  Act  Coordinator,  Vice  President 
for  Administration,  2100  Second  Street, 
SW.,  Washington,  D.C.  20595. 

§  932.9  Di»«clo§ure  to  another  person. 

Disclosure  of  a  record  to  a  person  other 
than  the  individual  to  whom  it  pertains 
will  be  permitted  according  to  §§  932.4 
and  932.5. 

§  932.10  Exemptions. 

The  regulations  reserve  to  the  Presi¬ 
dent  of  the  Association  the  right  to  create 
exemptions  pursuant  to  the  specific  ex¬ 
emption  provisions  of  the  Act. 

§932.11  Fees. 

One  copy  of  the  requested  information 
will  be  provided  without  charge.  If  re¬ 
quested,  additional  copies  will  be  pro¬ 
vided  at  a  fee  of  150  per  page. 

§  932.12  Penalties. 

Only  those  penalties  imposed  by  the 
Privacy  Act  or  other  public  law  will  apply. 
Dated:  August  22, 1975. 

Alan  L.  Dean, 

Acting  President, 

United  States  Railway  Association. 
|FR  Doc.75-22782  Piled  8-27-75:8:45  am] 
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POSTAL  SERVICE 

[  39  CFR  Part  268,  447] 

PRIVACY  OF  INFORMATION-EMPLOYEE 
RULES  OF  CONDUCT 

Notice  of  Proposed  Rulemaking 

Notice  is  hereby  given  of  a  proposed 
amendment  to  Postal  Service  regulations 
to  establish  revised  policies  relating  to 
Postal  Service  employee  rules  of  conduct 
for  the  maintenance  of  personal  systems 
of  records  as  required  by  the  Privacy  Act 
of  1974  (Pub.  L.  93-579). 

The  Postal  Service  proposes  to  add 
new  Part  268.  This  new  Part  is  intended 
to  define  the  rules  of  conduct  for  em¬ 
ployees  maintaining  personal  systems  of 
records  as  defined  by  the  Privacy  Act  as 
well  as  to  provide  a  description  of  the 
penalties  which  may  result  from  non- 
compliance  with  these  rules.  The  Postal 
Service  also  proposes  to  amend  the  list 
of  statutes  and  regulations  in  existing 
§  447.91  to  include  the  Privacy  Act  of 
1974.  Any  person  interested  in  the 
amendments  herein  may  participate  in 
this  proposed  rulemaking  by  submitting 
written  data,  views  or  arguments  on 
these  proposed  amendments  to  the 
USPS  Records  Officer,  475  L’Enfant 
Plaza  West,  SW.  Washington,  DC  20260 
not  later  than  September  22,  1975.  Al¬ 
though  exempt,  under  39  U.S.C.  410(a), 
from  the  requirements  of  the  Adminis¬ 
trative  Procedure  Act  regarding  pro¬ 
posed  rulemaking,  5  U.S.C.  553(b),  (c), 
the  Postal  Service  proposes  and  invites 
public  comment  on  the  following  amend¬ 
ments: 

1.  In  39  CFR,  new  Part  268  is  proposed 
to  be  added  to  read  as  follows: 

PART  268— -PRIVACY  OF  INFORMATION- 
EMPLOYEE  RULES  OF  CONDUCT 

Sec. 

268.1  General  Principles. 

268.2  Consequences  of  Non-Compliance. 

Authority:  39  USC  401;  Pub.  L.  93-579,  88 
Stat.  1896. 

§  268.1  General  Principles. 

In  order  to  conduct  its  business,  the 
Postal  Service  has  the  need  to  collect 
various  types  of  personal  information 
pertaining  to  its  customers  and  employ¬ 
ees.  Information  of  this  nature  has  been 
entrusted  to  the  Postal  Service,  and  em¬ 
ployees  handling  it  have  an  ethical  obli¬ 
gation  to  hold  it  in  confidence  and  to 
actively  protect  it  from  uses  other  than 
those  compatible  with  the  purpose  for 
which  the  information  was  collected. 
This  obligation  is  legally  imposed  by  the 
Privacy  Act  of  1974,  which  places  specific 
requirements  upon  all  Federal  agencies, 
including  the  Postal  Service,  and  their 
employees.  In  implementation  of  these 
requirements,  the  following  rules  of  con¬ 
duct  apply: 

(a)  Except  as  specifically  authorized 
in  8  266.4(b)  (2)  of  this  chapter,  no  em¬ 
ployee  shall  disclose,  directly  or  indi¬ 
rectly,  any  personal  record  to  any 
person  or  organization.  Managers  are  to 


provide  guidance  in  this  regard  to  all  em¬ 
ployees  whu  must  handle  personal  infor¬ 
mation. 

(b)  No  employee  will  maintain  a  secret 
system  of  personal  records.  All  personal 
records  systems  must  be  reported  to  the 
Records  Officer. 

(c)  All  employees  shall  adhere  strictly 
to  the  procedures  established  by  the 
United  States  Postal  Service  to  ensure 
the  confidentiality  and  integrity  of  per¬ 
sonal  information  collected,  maintained 
and  used  for  official  Postal  Service  busi¬ 
ness.  Employees  shall  be  held  responsible 
for  any  infractions  and/or  violation  of 
these  procedures. 

§  268.2  Consequences  of  Non-Compli- 
ancc. 


(a)  The  Privacy  Act  authorizes  any 
individual,  whether  or  not  an  employee, 
to  bring  a  civil  action  in  United  States 
District  Court  to  obtain  judicial  review 
of  the  failure  of  the  Posted  Service  to 
comply  with  the  requirements  of  the  Act 
or  its  implementing  regulations.  In  cer¬ 
tain  instances  of  willful  or  intentional 
non-compliance,  the  plaintiff  may  ^re¬ 
cover  damages  from  the  Postal  Service 
in  the  minimum  amount  of  $1,000  to¬ 
gether  with  costs  of  the  action  and  attor¬ 
ney  fees. 

(b)  The  Act  provides  criminal  sanc¬ 
tions  for  individuals,  including  employ¬ 
ees,  who  violate  certain  of  its  provisions. 

(1)  Any  officer  or  employee  who,  by 
virtue  of  his  employment  or  position,  has 
possession  of,  or  access  to,  official  rec¬ 
ords  which  contain  individually  identi¬ 
fiable  information  and  who,  knowing 
that  disclosure  of  the  specific  material  is 
prohibited  by  Postal  Service  regulations, 
willfully  discloses  the  material  to  a  per¬ 
son  or  agency  not  entitled  to  receive  it. 
shall  be  guilty  of  a  misdemeanor  and 
fined  not  more  than  $5,000. 

(2)  Any  officer  or  employee  who  will¬ 
fully  maintains  a  system  of  records  with¬ 
out  meeting  the  notice  requirements  set 
forth  in  Postal  Service  regulations  shall 
be  guilty  of  a  misdemeanor  and  fined  not 
more  than  $5,000. 

(3)  Any  person  who  knowingly  and 
willfully  requests  or  obtains  any  record 
concerning  another  individual  from  the 
Postal  Service  under  false  pretense  shall 
be  guilty  of  a  misdemeanor  and  fined  not 
more  than  $5,000. 

(c)  In  addition  to  the  criminal  sanc¬ 
tions,  any  employee  violating  any  pro¬ 
visions  of  these  rules  of  conduct  is  subject 
to  disciplinary  action  which  may  result 
in  dismissal  from  the  Postal  Service. 

2.  In  39  CTFTl,  Part  447,  §447.91  Is 
amended  by  adding  at  the  end  thereof 
the  following  paragraph. 

§  447.91  Statutes  and  Regulations  Ap¬ 
plicable  to  Postal  Employees. 

***** 


(jj)  Privacy  Act  of  1974  (5  U.S.C. 
552a). 


Roger  P.  Craig, 
Deputy  General  Counsel. 


[FR  Doc.  75-22760  Filed  8-27-75;  8:45  am] 
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POSTAL  SERVICE 

Privacy  of  Information 
NOTICE  OF  SYSTEM  RECORDS 

Following  are  the  systems  of  records, 
as  defined  in  the  Privacy  Act  of  1974, 
which  are  maintained  by  the  Postal 
Service.  Any  systems  omitted  from  this 
notice  due  to  oversight  will  be  published 
at  a  later  date. 

Public  comment  is  solicited,  particu¬ 
larly  on  the  “routine  use”  portion  of  the 
notice,  to  be  submitted  on  or  before 
Sept.  29,  1975,  to: 

Records  Officer,  Management  Information 

Systems  Department,  U.S.  Postal  Service, 

Washington,  D.C.  20260. 

Proposed  rules  relating  to  gaining  ac¬ 
cess  to.  amending,  or  contesting  personal 
records  maintained  within  the  custody 
of  the  U.S.  Postal  Service  were  published 
for  public  comment  in  the  Federal  Reg¬ 
ister  Vol.  40.  No.  143,  Thursday,  July  24, 
1975,  as  proposed  new  Part  266.  regula¬ 
tions  relating  to  the  privacy  of  informa¬ 
tion. 

Those  Postal  Service  systems  of  rec¬ 
ords  which  are  proposed  to  be  exempted 
from  certain  provisions  of  the  Privacy 
Act  are  listed  in  proposed  Section  266.9 
(b)  of  Title  39  CFR,  filed  on  August  21, 
1975,  for  publication  in  the  Federal 
Register. 

The  following  points  are  relevant  to 
the  formulation  of  the  list  of  systems 
provided  in  this  publication: 

a.  All  systems  containing  contractual 
records,  as  well  as  other  legal  records 
relating  to  those  contracts,  are  consid¬ 
ered  by  the  Postal  Service  as  business 
records,  rather  than  as  personal  systems 
of  records  as  that  term  is  defined  in  the 
Privacy  Act.  Accordingly,  they  do  not 
appear  herein. 

b.  All  Postal  Service  records  described 
herein  have  as  a  routine  use  and  are 
subject  to: 

(1)  The  subpoena  of  a  court  of  com¬ 
petent  jurisdiction, 

(2)  Review  by  Congress  or  its  repre¬ 
sentatives  upon  request. 

(3)  Audit  by  Postal  Inspectors  to  in¬ 
sure  that  Postal  Service  managers  are 
maintaining  their  systems  of  records  in 
accordance  with  the  requirements  of  the 
Privacy  Act, 

(4)  Storage  at  GSA  Federal  Records 
Centers  when  the  records  become  inac¬ 
tive,  prior  to  destruction. 

c.  Each  of  the  systems  of  records  de¬ 
scribed  herein  contains  information 
which  may  be  relevant  to  matters  involv¬ 
ing  wages,  hours,  and  other  terms  and 
conditions  of  employment,  within  the 
meaning  of  Section  8(d)  of  the  National 
Labor  Relations  Act  (NLRA),  as 
amended.  Accordingly,  to  permit  the 
Postal  Service  to  comply  with  its  statu¬ 
tory  duty  of  disclosure  under  the  NLRA, 
the  following  routine  use  is  incorporated 
in  and  made  a  part  of  the  notice  of  each 
of  the  systems  of  records  published  here¬ 
in:  “Records  from  this  system  may  be 
furnished  to  a  labor  organization  upon 
its  request  when  needed  by  that  orga- 
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nization  to  perform  properly  its  statutory 
duties  as  the  collective  bargaining  repre¬ 
sentative  of  postal  employees  in  an  ap¬ 
propriate  bargaining  unit.” 

d.  The  “routine  use”  portion  of  each 
system  notice  contains,  as  the  first  item, 
the  system  “purpose”.  The  “purpose”  is 
included  to  provide  clarity  and  under¬ 
standing  of  that  system  to  the  layman, 
and  may  be  defined  as  that  activity  per¬ 
formed  by  those  officers  and  employees 
of  the  Postal  Service  who  have  a  need 
for  component  records  in  the  perform¬ 
ance  of  their  duties.  Disclosure  account¬ 
ing  will  not  be  maintained  by  the  Postal 
Service  for  any  activity  listed  as  a  “pur¬ 
pose". 

The  address  of  each  Postal  Service 
facility  referred  to  in  each  system  notice, 
otlier  than  post  offices,  and  the  geo¬ 
graphical  area  served,  is  provided  on  the 
pages  following.  The  addresses  of  indi¬ 
vidual  post  offices  are  not  provided  be¬ 
cause  of  their  large  number  and  because 
that  information  is  available  locally  to 
all  concerned  individuals. 

List  of  U.S.  Postal  Service  Facilities 
Referenced  Herein 

The  addresses  of  all  Postal  facilities, 
to  include  locations  in  the  Canal  Zone, 
Guam-Samoa,  Puerto  Rico,  and  the  Vir¬ 
gin  Islands,  are  contained  in  THE  DI¬ 
RECTORY  OF  POST  OFFICES,  Publi¬ 
cation  26,  Stock  Number  3900-00247, 
available  for  sale  by  the  Superintendent 
of  Documents,  U.S.  Government  Print¬ 
ing  Office,  Washington,  D.C.  20402 — 
Price  S3.90. 

Postmasters,  upon  request,  will  sup¬ 
ply  the  addresses  of  the  District  Offices 
and  Sectional  Management  Centers  to 
which  they  report. 

The  following  excerpt  of  addresses  and 
areas  serviced  is  provided  for  conveni¬ 
ence  of  Privacy  Act  correspondents,  and 
obviates  the  repetition  in  each  notice.  All 
“Headquarters”  addresses  are: 

I  Office),  U.S.  Postal  Service,  475  L’fant  Plaza 
West,  SW.,  Washington,  D.C.  20260. 

Postal  Service  Regional  Offices 

Regional  Postmaster  General,  Central  Re¬ 
gion.  Main  PO  Bldg.,  Chicago,  IL  60699. 

I  States  serviced:  IL,  MI,  OH,  IN,  KY,  WI, 
MN,  lA.  MO,  ND.  SD,  NE.  KS  [Except 
679)1. 

Regional  Postmaster  General.  Eastern  Re¬ 
gion,  PO  Box  8601,  Philadelphia,  PA 
19101.  [States  serviced;  VA,  WV,  MD.  DE, 
PA.  DC  and  those  portions  of  New  York 
State  and  New  Jersey  outside  the  Greater 
New  York  City  Metropolitan  area). 
Regional  Postmaster  General,  Southern  Re¬ 
gion,  5100  Popular  Ave.,  Memphis,  TN  38166 
[States  serviced:  TN,  AL,  MS.  TX,  LA.  GA, 
FL.  NC.  SC,  OK,  AR  and  KS  [679)  [. 
Regional  Postmaster  General,  Northeast  Re¬ 
gion.  Main  PO  Bldg.,  New  York.  NY  10098 
(States  serviced:  New  York  City,  RI,  MA, 
NH,  VT,  ME  and  those  portions  of  New 
York  State.  Connecticut,  and  New  Jersey 
within  the  New  York  City  Metropolitan 
area,  also  Puerto  Rico  and  Virgin  Islands). 
Regional  Postmaster  General.  Western  Re¬ 
gion,  850  Cherry  St.,  San  Bruno,  CA  94099 
[States  serviced;  CA.  NV,  HI,  AK.  WA,  OR. 


MT,  ID.  WY,  UT,  CO.  AZ.  NM,  El  Paso,  TX 
Dist.  and  Ouamj. 

Inspection  Service 

Chief  Postal  Inspector.  U.S.  Postal  Service, 
475  L’Enfant  Plaza  West.  SW..  Washing¬ 
ton  DC  20260. 

Regional  Chief  Postal  Inspector,  Central  Re¬ 
gion.  Chicago,  Illinois  60607  [States  serv¬ 
iced:  IL,  MI.  OH,  IN.  KY,  WI.  MN,  lA.  MO. 
ND,  SD.  NE.  AND  KS  [ZIP  Codes  660-678 
only).). 

Regional  Chief  Postal  Inspector.  Eastern  Re¬ 
gion.  No.  1  Decker  Square,  East  Lobby, 
Bala  Cynwyd,  Pennsylvania  19004  [States 
serviced:  VA.  WV,  MD,  DE.  PA.  DC  and 
those  portions  of  New  York  State  and 
New  Jersey  outside  the  Greater  New  York 
City  Metropolitan  area.). 

Regional  Chief  Postal  Inspector.  Northeast 
Region,  2  Penn  Plaza,  20th  Street,  New 
Ycrk,  New  York  10097  [States  serviced; 
New  York  City  and  those  portions  of  New 
York  State  and  New  Jersey  outside  the 
Greater  New  York  City  Metropolitan 
area.). 

Regional  Chief  Postal  Inspector,  Southern 
Region,  U.S.  Postal  Service,  5100  Poplar 
Avenue,  Room  1510,  Memphis,  Tennessee 
38161  [States  serviced:  TN,  AL,  MS.  TX. 
LA,  GA.  FL,  NC,  SC.  OK,  AR,  and  KS  [ZIP 
Codes  67901-679541). 

Regional  Chief  Postal  Inspector,  Western  Re¬ 
gion,  850  Cherry  Sereet,  San  Bruno,  Cali¬ 
fornia  94099  [States  serviced;  CA,  NV,  HI, 
AK.  WA,  OR.  MT,  ID,  WY.  UT,  CO.  AZ.  NM. 
El  Paso.  TX.  District  and  Guam.]. 

Postal  Inspector  in  Charge,  Room  517,  U.S. 
Post  Office  Federal  Annex,  South  Forsyth 
and  West  Hunter  Streets,  Atlanta,  Georgia 
30302. 

Postal  Inspector  in  Charge,  Room  537,  Main 
Post  Office  Building,  Devonshire  Street  and 
Milk  Street,  Boston,  Massachusetts  02107. 

Postal  Inspector  in  Charge,  Room  257,  U.S. 
Post  Office  and  Court  House,  Georgia  Ave. 
and  East  Ninth  Street.  Chattanooga,  Ten¬ 
nessee  37401. 

Postal  Inspector  in  Charge.  Room  642.  U.S. 
Post  Office  Building,  Canal  and  Van  Buren 
Streets,  Chicago,  Illinois  60607. 

Postal  Inspector  in  Charge,  Room  220,  U.S. 
Post  Office  and  Court  House,  Walnut  St. 
and  Government  Square,  Cincinnati,  Ohio 
45201. 

Postal  Inspector  in  Charge.  Room  339,  U.S. 
Post  Office  and  Court  House.  18th  and  Stout 
Streets,  Denver,  Colorado  80201. 

Postal  Inspector  in  Charge,  Room  400,  Gen¬ 
eral  Post  Office  Building,  1401  West  Fort 
Street,  Detroit,  Michigan  48232. 

Postal  Inspector  in  Charge,  Room  202,  U.S. 
Postal  Office  Building,  Landcaster  and  Jen¬ 
nings  Streets,  Port  Worth,  Texas  76101. 

Postal  Inspector  in  Charge,  P.O.  Box  30456, 
Los  Angeles.  California  90030. 

Postal  Inspector  in  Charge,  U.S.  Postal  Serv¬ 
ice,  P.O.  Box  3180,  Memphis,  Tennessee 
38103. 

Postal  Inspector  in  Charge.  Room  233,  Post 
Office  and  Court  House  Building.  Federal 
Souare,  Newark,  New  Jersey  07101. 

Postal  Inspector  in  Charge,  Room  4102.  U.S. 
Post  Office  Main  Office  Building,  Eighth 
Avenue  and  33  Streets,  New  York,  New  York 
10001. 

Postal  Inspector  in  Charge,  Room  419,  Gen¬ 
eral  Post  Office  Building,  30th  and  Market 
Street.  Philadelphia.  Pennsvlvanla  19101. 

Postal  Inspector  in  Charge.  1600  Chamber  of 
Commerc«  Building,  Pittsburgh,  Pennsyl¬ 
vania  15219. 

Postal  Inspector  in  Charge,  Room  712,  200 
South  Hanley  Building,  200  South  Hanley 
Rd.,  St.  Louis.  Missouri  63199. 

Postal  Inspector  in  Charge,  Room  309,  U.S. 
Post  Office  and  Customhouse,  East  Kellogg 


Blvd.  and  Jackson  Street.  St.  Paul,  Min¬ 
nesota  55165. 

Postal  Inspector  in  Charge,  P.O.  Box  367,  San 
Francisco,  California  94101. 

Postal  Inspector  in  Charge,  Room  306,  Main 
Post  Office  Building,  3rd  Avenue  and  Union 
Street,  Seattle,  Washington  98111. 

Postal  Inspector  in  Charge,  Room  3016,  City 
Post  Office  Building,  North  Capitol  Street 
and  Massachusetts  Avenue,  Washington. 
D.C.  20013. 

Postal  Inspector  in  Charge,  Room  3400, 
Special  Investigation  Division,  475  L’En- 
fant  Plaza  West.  SW.,  Washington,  D.C. 
20260. 

USPS  Postal  Data  Centers 

Minneapolis  Postal  Data  Center,  Box  63,  Main 
Post  Office  Building.  Minneapolis,  MN 
55470  (States  serviced:  IL,  MT,  OH.  IN,  KY, 

WI,  MN,  lA,  MO,  ND,  SD,  NE.  KS.  TN,  AL. 
MS,  TX.  LA,  GA,  FL.  NC.  SC.  OK,  AR) . 

New  York  Postal  Data  Center,  General  Post 
Office  Building  New  York,  NY  10099 
(States  serviced:  NY,  NJ,  CT,  ME,  MA,  RI, 

VT,  VA,  WV.  MD,  DE,  PA,  DC,  Puerto  Rico, 
and  Virgin  Islands) . 

Saint  Louis  Postal  Data  Center.  Post  Office 
Building,  Saint  Louis,  MO  63180  (Serves  as 
national  financial  support). 

San  Bruno  Postal  Data  Center.  850  Cherry 
Street,  San  Bruno.  CA  94097  (States  serv¬ 
iced:  CA.  NV.  HI.  AK,  WA,  OR,  MT,  ID,  WY, 
UT,  CO,  AZ,  NM,  and  Guam.) 

Training  Institute 

Postal  Service  Training  and  Development  In¬ 
stitute,  7900  Wisconsin  Avenue,  Washing¬ 
ton,  D.C.  20014. 

Bulk  Mail  Centers 

Atlanta,  1805  Bolton  Road,  NW.,  Atlanta,  GA 
30369. 

Chicago,  7500  West  Roosevelt  Road,  Building 
No.  1.  Forest  Park,  IL  60130. 

Cincinnati,  3055  Crescentvllle  Road,  Cincin¬ 
nati,  OH  45235. 

Dallas,  P.O.  Box  21106,  Dallas,  TX  75211. 

Denver.  7755  East  56th  Avenue,  Commerce 
City,  CO  80022. 

Des  Moines,  4000  NW,  109th  Street,  Des 
Moines.  I A  50395. 

Detroit,  17500  Oakwood  Boulevard,  Allen 
Park.  MI  48101. 

Greensboro.  3701  West  Wendover  Avenue, 
Greensboro,  NC  27495. 

Jacksonville,  7415  Commonwealth  Avenue. 
Jacksonville,  FL  32099. 

Kansas  City,  4900  Speaker  Road,  Kansas 
City,  KS  66106. 

Los  Angeles,  4701  South  Eastern  Avenue,  Bell. 
CA  90201. 

Memphis,  1921  Elvis  Presley  Boulevard,  Mem¬ 
phis.  TN  38136. 

Minneapolis-St.  Paul.  3165  South  Lexington 
Avenue,  St.  Paul,  MN  55121. 

New  York,  80  County  Road,  Jersey  City,  NJ 
0709. 

Philadelphia,  1900  Byberry  Road,  Philadel¬ 
phia.  PA  19116. 

Pittsburgh.  R.D.  No.  2.  Wexford,  PA  16090. 

St.  Louis,  5800  Phantom  Drive,  Hazelwood. 
MO  63042. 

San  Francisco,  2501  Rydin  Road,  Richmond, 
CA  94850. 

Seattle,  P.O.  Box-  5000,  Federal  Way,  WA 
98002. 

Springfield,  190  Flberlold  Street,  Springfield, 
MA  01151. 

Washington,  9201  Edgeworth  Drive,  Washing¬ 
ton,  D.C.  20027. 

Roger  P.  Craig, 
Deputy  General  Counsel. 


FEDERAL  REGISTER,  VOL.  40,  NO.  168 — THURSDAY,  AUGUST  28,  1975 


UNITED  STATES  POSTAL  SERVICE 


39807 


USPS  010.010 

System  name:  Collection  and  Delivery  Records — Address  Change 
and  Mail  Forwarding  Records,  010.010 

System  location:  Post  Offices 

Categories  of  individuals  covered  by  the  system:  Postal  customers 
requesting  mail  forwarding  services  from  their  local  postal  facilities. 

Categories  of  records  in  the  system:  Records  conta.  .  customer 
name,  old  address,  new  mailing  address,  mail  forwarding  instruc¬ 
tions,  effective  date,  information  as  to  whether  the  move  is  per¬ 
manent  or  temporary  and  the  customer’s  signature. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  403,  404 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  provide 
mail  forwarding  services  to  postal  patrons  who  have  changed  ad¬ 
dress. 

Use — Records  about  any  named  individual  are  made  available  to 
any  member  of  public  upon  request. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  The  source  document  is  stored  in  filing  cabinets  at  the 
delivery  unit.  They  are  filed  alphabetically  by  name  within  month 
or  quarter.  Records  generated  from  the  source  document  are  stored 
on  cards  or  list  forms  or  recorded  on  magnetic  tape  where  central 
markup  is  computerized.  These  records  are  filed  alphabetically  by 
name  and  route  number  or  zone. 

Retrievability:  This  system  of  records  is  indexed  by  name  and  ad¬ 
dress.  Information  may  be  retrieved  by  route  number  or  ZIP  Code 
where  a  computerized  system  is  in  use. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access. 

Retention  and  disposal:  a.  Source  document  is  retained  two  years 
from  the  effective  date  while  related  documents  are  retained  one 
year.  All  records  are  disposed  of  by  shredding  or  burning. 

b.  Information  on  magnetic  tape  is  retained  one  year  from  the  ef¬ 
fective  date  and  the  tapes  are  erased. 

System  managers)  and  address:  APMG,  Delivery  Services  De¬ 
partment,  Headquarters 

Notification  procedure:  Customers  wishing  to  know  whether  infor¬ 
mation  about  them  is  maintained  in  this  system  of  records  should 
address  inquiries  to  their  local  postmaster.  Inquiries  should  contain 
full  name  and  address,  route  number  (if  known)  and  ZIP  Code. 

Record  access  procedures:  See  “NOTIFICATION”  above. 

Contesting  record  procedures:  See  “NOTIFICATION”  abovq. 

Record  source  categories:  The  individu2d  to  whom  the  record  per¬ 
tains. 

USPS  010.020 

System  name:  Collection  and  Delivery  Records — Boxholder 
Records,  010.020 

System  location:  Post  Offices 

Categories  of  individuals  covered  by  the  system:  Postal  customers 
who  have  applied  for  lockbox  or  caller  service,  whether  for  private 
or  public  purposes. 

Categories  of  records  in  the  system:  Records  are  in  card  form  and 
contain  names,  addresses,  a  record  of  payments,  and  the  names  of 
persons  or  agents  whether  family  members  or  business  associates 
or  employees. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  403,404 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  provide 
post  office  box  services  to  postal  patrons. 

«  Use — 

1.  To  refer,  where  there  is  an  indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal,  or  regulatory  in  nature,  to 
the  appropriate  agency,  whether  Federal,  State,  or  local,  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementinq  the  statute,  or  rule, 
regulation,  or  order  issued  pursuant  thereto. 

2.  Disclosed  to  Federal,  State  and  local  government  agencies  for 
use  in  connection  with  official  business. 

3.  Disclosed  to  persons  authorized  by  law  to  serve  judicial 
process  when  necessary  to  serve  process. 

4.  Disclosed  to  public  when  box  is  being  used  for  purpose  of 
doing  or  soliciting  business  with  the  public. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  is  stored  on  card  form  filed  in  metal  file 
cabinets.  In  locations  where  the  Joint  Venture  program  exists,  in¬ 
formation  may  be  found  on  magnetic  tape,  magnetic  cards  or  mylar 
strips. 

Retrievability:  Information  is  filed  according  to  local  needs,  and 
the  volume  of  records.  Billing  forms  are  filed  numerically  by  box 
number  within  month  in  which  rent  is  due.  Applications  are  filed 
alphabetically  by  name  of  individual  or  firm. 

Safeguards:  Access  limited  to  employees  working  in  the  box- 
holder  section. 

Retention  and  disposal:  a.  Billing  forms  are  destroyed  by 
shredding  two  years  after  closeout  of  the  last  entry. 

b.  Boxholder  applications  are  retained  fpr  two  years  after  ter¬ 
mination  of  the  rental. 

System  managerts)  and  address: 

APMG,  Customer  Services  Department,  Headquarters 

APMG,  Finance  Department,  Headquarters 

APMG,  Rates  &  Classification  Department,  Headquarters 

Notification  procedure:  Inquiries  should  be  addressed  to  the  local 
postmaster;  requestors  in  person  should  identify  themselves  with 
drivers  license,  military,  government  or  other  form  of  identifica¬ 
tion. 

Record  access  procedures:  See  “NOTIFICATION”  above. 

Contesting  record  procedures:  See  “NOTIFICATION”  above. 

Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains. 

USPS010.030 

System  name:  Collection  and  Delivery  Records — Carrier  Drive-Out 
Agreements,  010.030 

System  location:  District  Offices,  Sectional  Centers,  Post  Offices 

Categories  of  individuals  covered  by  the  system:  Letter  carriers 
who  use  privately  owned  vehicles  to  transport  the  mails  pursuant  to 
a  valid  agreement  with  the  local  postmaster. 

Categories  of  records  in  the  system:  Information  in  these  records 
contain  Route  Number,  name  and  address  of  carrier.  Social  Securi¬ 
ty  Number  and  effective  dates  of  the  agreement. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  1206 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  provide 
reimbursement  to  carriers  driving  their  own  vehicles. 

Use — 

1.  Provide  necessary  tax  infonnation  to  Internal  Revenue  Ser¬ 
vice. 

2.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature, 
to  the  appropriate  agency,  whether  Federal,  State,  or  local,  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation,  or  order  issued  pursuant  thereto. 

3.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  legislation  as  set  forth 
in  OMB  Circular  No.  A019  at  any  stage  of  the  legislative  coordina¬ 
tion  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  is  contained  on  preprinted  forms,  magnetic 
tape  and  computer  print-out  reports. 

Retrievability:  The  system  is  indexed  by  employee’s  Social 
Security  Number  pay  location  number  and  pay  peric^. 

Safeguards:  Normal  precautions  of  filing  equipment  and  limited 
access  and  the  physical  security  measures  of  the  computer  facility. 

Retention  and  disposal:  Magnetic  tape  records  are  retained  for 
two  years  after  a  new  or  changed  agreement  and  then  deleted. 
Forms  are  destroyed  by  shredding  upon  a  change  in  agreement  or  a 
new  agreement  is  reached. 

System  manager(s)  and  address:  APMG,  Delivery  Services  D^ 
partment.  Headquarters 

Notlficatkm  procedure:  A  carrier  wishing  to  know  if  there  is  infor¬ 
mation  in  this  system  of  records  concerning  him  should  notify  the 
post  office  worked  of  the  pay  periods  the  agreement  was  in  force, 
the  route  worked,  give  his  name  and  Social  Security  Number. 

Record  access  procedures:  See  “NOTIFICATION”  above. 
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Contesting  record  procedures:  Sec  “NOTIFICATION”  above. 

Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains. 

USPS  010.040 

System  name:  Collection  and  Delivery  Records— City  Carrier  Route 
Records,  010.040 

System  location:  DeUvery  Services  Department,  Headquarters, 
Regional  Headquarters,  Sectional  Centers;  Automatic  Data 
Processing  Centers;  District  Offices;  Post  Offices;  and  Postal  Data 
Centers 

Categories  of  individuals  covered  by  the  system:  Letter  carriers, 
substitute  carriers  and  flexible  employees 

Categories  of  records  in  the  system:  Employee  name,  route 
number,  age,  length  of  service,  leave  time  and  whether  or  not  a 
transportation  agreement  exists.  It  also  includes  information  per¬ 
taining  to  workload,  work  schedule,  performance  analysis  and  in¬ 
dividuals  work  habits.  Inspection  reports  of  employees,  woridoad, 
and  workload  adjustments.  Employee  and  examiners  comments  on 
route  adjustments  and  inspection. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  403,404 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpos^  of  such  uses:  Purpose — To  assist 
management  in  evaluating  mail  delivery  and  collection  operations 
and  administering  these  functions  efficiently. 

Use — 

1  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  Federal,  State,  or  local  charged  with 
the  responsibility  of  investigating  or  prosecuting  such  violation  or 
charged  with  enforcing  or  implementing  the  statute,  or  rule,  regula¬ 
tion,  or  order  issued  pursuant  thereto. 

2.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  investigation  as  set 
forth  in  OMB  Circular  No.  A019  at  any  stage  of  the  legislative 
coordination  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  is  contained  on  printed  forms,  computer 
tape,  or  computer  printouts. 

Retriesability:  The  system  is  indexed  by  route  number,  employee 
name,  or  postal  facility  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access. 

Retention  and  disposal:  These  records  are  retained  for  a  period  of 
up  to  two  years  depending  upon  the  criticality  of  the  information 
and  then  destroyed  by  shredding  or  burning. 

System  manager(s)  and  address:  APMG,  Delivery  Services  De¬ 
partment,  Headquarters 

Notification  procedure:  Inquiries  should  contain  employees  name 
and  Social  Security  Number,  specify  the  type  of  information  being 
requested,  and  forwarded  to  post  office  where  employed. 

Record  access  procedures:  See  “NOTIFICATION”  section 
abov 

Contesting  record  procedures:  See  “NOTIFICATION”  section 
above. 

Record  source  categories:  From  employees,  carrier  supervisors, 
and  route  inspectors. 

USPS  010.050 

System  name:  Collection  and  Delivery  Records — Delivery  of  Mail 
Through  Agents,  010.050 

System  location:  Sectional  Centers,  Post  Offices 

Categories  of  individuals  covered  by  the  system:  Postal  customer 
requesting  delivery  of  mail  through  an  agent  and  the  agent  to  whom 
the  mail  is  to  be  delivered. 

Categories  of  records  in  the  system:  Records  contain  the  name  and 
address  of  customer,  name  and  address  of  agent  and  the  signatures 
of  both  parties. 

Authority  for  maintenance  of  the  system:  39  U.S.C.,  403,404 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — It  serves  as 
the  written  authority  for  the  delivery  of  mail  other  than  as  ad¬ 
dressed. 

Use — To  refer,  where  there  is  an  indication  of  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal,  or  regulatory  in 


nature,  to  the  appropriate  agency,  whether  Federal.  State,  or  local, 
charged  with  the  responsibility  of  investigating  or  prosecuting  such ' 
violation  or  charged  with  enforcing  or  implementing  the  statute,  or 
rule,  regulation,  or  order  issued  pursuant  thereto. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  maintained  in  file  cabinets  on  pre-printed 
forms. 

Retrievability:  Forms  are  filed  by  customer  name. 

Safeguards:  Access  is  limited  to  postal  employees  in  the  delivery 
section. 

Retention  and  disposal:  Records  are  maintained  until  contract  is 
terminated  then  destroyed  by  shredding. 

System  manager(s)  and  address:  APMG,  Customer  Services  De¬ 
partment,  Headquarters 

Notificatim  procedure:  Submit  to  local  postmaster  proof  of  per¬ 
sonal  identity  and  name. 

Record  access  procedures:  See  “NOTIFICATION”  above. 
HQSee  “NOTIFICATION”  above. 

Record  source  categories:  Co-signers  of  the  request  for  delivery  of 
mail  through  an  agent. 

USPS  010.070 

System  name:  Collection  and  Delivery  Records — Mailbox  Irregulari¬ 
ties,  010.070 

System  location:  District  Offices,  Sectional  Centers,  Post  Offices 

Categories  of  individuals  covered  by  the  system:  Postal  Service 
customers  whose  mailbox  does  not  comply  with  USPS  standards 
and  regulations. 

Categories  of  records  in  the  system:  Information  consists  of  the 
reports  of  irregularities  as  submitted  by  the  carrier  or  route  inspec¬ 
tor,  the  name  and  address  of  customer  and  the  date  and  signature 
of  the  postmaster. 

Authority  for  maintenance  td  the  system:  39  U.S.C. ,  403,404 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  provide  for 
the  efficient  delivery  of  the  mail.  Use — None. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  is  recorded  on  pre-printed  forms. 

Retrievability:  Information  is  organized  around  route  number. 

Safeguards:  File  in  cabinets  and  access  is  limited  to  those  USPS 
personnel  having  a  working  requirement. 

Retention  and  disposal:  Retained  for  two  years  after  completed 
action  and  destroyed  by  shredding. 

System  managerts)  and  address:  APMG,  Delivery  Services  De¬ 
partment.  Headquarters 

Notification  procedure:  Information  may  be  obtained  from  the 
local  postmaster,  by  presenting  identification  as  to  name  and  ad¬ 
dress  and  zip  code. 

Record  access  procedures:  Make  request  of  the  local  postmaster. 

Cemtesting  record  procedures:  Make  request  of  the  local  post¬ 
master. 

Record  source  categories:  Carrier  or  route  ihsf>ector. 

USPS  010.080 

System  name:  Collection  and  Delivery  Records — Rural  Carrier 
Routes.  010.080 

System  location:  Post  Offices  having  rural  carrier  operations; 
Delivery  Services  Department;  Sectional  Centers;  Regions;  Dis¬ 
tricts;  l^stal  Data  Centers. 

Categories  of  individuals  covered  by  the  system:  Postal  customers 
receiving  rural  mail  delivery  services,  and  rural  carriers,  substitute 
carriers  and  flexible  employees. 

Categories  of  records  in  the  system:  Records  contained  in  this 
system  are:  Employee  workload,  work  schedule  and  performance 
analysis.  Inspection  reports  of  employees,  workload  and  workload 
adjustments.  Employee  and  examiners  comments  on  adjustments 
and  inspection.  Employee  name,  route  number,  age,  length  of  ser¬ 
vice,  physical  condition,  quality  of  service  and  vehicle  adequacy. 
Customer  addresses  and  names  of  persons  at  address  locations 
(some  rural  routes  only). 

Authority  for  maintenance  of  the  system:  39  U.S.C.,  403,404 
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Routine  uses  ol  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  assist 
management  in  evaluating  rural  mail  delivery  and  collection  opera¬ 
tions  and  administering  these  functions  efficiently. 

Use- 

1.  Provides  Bureau  of  the  Census,  Department  of  Commerce  ad¬ 
dress  information  as  requested  to  assist  them  in  their  statutory 
requirement  of  census  taking. 

2.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal,  or  regulatory  in  nature, 
to  the  appropriate  agency,  whether  Federal,  State,  or  local,  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation,  or  order  issued  pursuant  thereto. 

3.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  legislation  as  set  forth 
in  OMB  Circular  No.  A-19  at  any  stage  of  the  legislative  coordina¬ 
tion  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Pre-printed  forms  or  lists  in  ordinary  file  equipment  or 
on  computer  tape  and  printouts. 

Retrievabilhy:  Records  are  maintained  by  name  and  address  of 
customer,  and  by  route  number,  employee  name  or  postal  facility 
name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access. 

Retention  and  disposal:  a.  Records  in  card  or  list  form  are  main¬ 
tained  as  long  as  the  customer  resides  on  the  route;  they  are 
destroyed  by  shredding  one  year  after  the  customer  moves. 

b.  Carrier  records  are  retained  for  a  period  of  up  to  two  years  de¬ 
pending  upon  the  criticality  of  the  information  then  destroyed  by 
shredding  or  burning. 

System  managcrts)  and  address:  APMG,  Delivery  Services  De¬ 
partment,  Headquarters 

Notification  procedure:  Customers  wishing  to  know  whether  infor¬ 
mation  about  them  is  maintained  in  this  system  of  records  should 
address  inquiries  to  their  local  postmaster.  Inquiries  should  contain 
full  name  and  address.  Employee  inquiries  should  state  employee 
name  and  Social  Security  Number,  route  number  specify  the  type 
of  information  being  requested,  and  forward  to  post  office  where 
employed. 

Record  access  procedures:  See  “NOTIFICATION”  above. 

Contesting  record  procedures:  See  "NOTIFICATION”  above. 

Record  source  categories:  The  customer  to  whom  the  record  per¬ 
tains  and  from  employees,  carrier  supervisors  and  route  inspectors. 

USPS  020.010 

System  name:  Communications  (Public  Relations) — Biographical 
Summaries  of  Management  Personnel  for  Press  Release, 
020.010 

System  location:  Office  of  Public  and  Media  Relations,  Headquar¬ 
ters 

Office  of  Communications  and  Public  Affairs,  Regional 
Headquarters 

Categoiie^,  of  individuals  covered  by  the  system:  USPS  executives, 
directors  and  managers  to  include  regionad  staff  officers,  division 
directors,  district  managers,  sectional  center  managers  and  other 
key  management  officials  who  may  have  frequent  contact  with 
news  media  or  public  speaking  engagements. 

Categories  of  records  in  the  system:  Biographical  sununaries  on 
sheets  of  paper  plus  photographs  Summaries  include  information  as 
to  present  title  and  responsibility,  length  of  service,  age,  place  of 
bir^,  marital  status  and  participation  in  local  conununity  activities. 

Authority  for  maintenance  of  the  system:  39  U.S.C.,  401,1001 

Routine  uses  of  reconls  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  and  Routine 
Use — To  provide  the  public  with  background  information  on  postal 
management  personnel  in  connection  with  public  relations  matters 
such  as  speaking  engagements,  media  appearances,  appearances  be¬ 
fore  civic,  fraternal  and  employee  organizations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  is  maintained  on  regular  bond  paper  in  file 
cabinets. 

Retrlevabiiity:  Information  is  filed  by  name  and  title. 


Safegumds:  File  cabinets  are  located  in  communications  offices 
where  information  is  available  only  to  individuals  having  a  need  for 
access. 

Retention  and  disposal:  a.  Biographical  sketches  maintained  at  re¬ 
gions  are  retained  while  the  individual  is  assigned  within  the  region. 
If  individual  is  promoted  to  or  assigned  to  a  position  within  the 
USPS  outside  the  Region,  biograirtiical  information  is  forwarded  to 
the  appropriate  Public  Affairs  office;  if  employment  with  the  USPS 
is  terminated,  the  sketch  is  destroyed  by  shredding. 

b.  Biographical  sketches  maintained  at  USPS,  Washington,  DC, 
are  retained  indefinitely. 

System  managers)  and  address:  APMG.  Employee  and  Public 
Conununications,  Headquarters 

Notification  procedure:  Inquiries  should  contain  name  and  posi¬ 
tion  held  and  presented  to  the  Manager  of  Communications  and 
Public  Affairs  where  currently,  or  previously,  employed. 

Record  access  procedures:  See  “NOTIFICATION”  above. 

Contesting  record  procedures:  See  “NOTIFICATION”  above. 

Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains. 

USPS  020.020 

System  name:  Children’s  Art  Contest,  020.020 

.System  location:  Customer  Services  Department,  Headquarters 

Categories  of  individuals  covered  by  the  system:  Children  of  USPS 
employees  who  participated  in  the  Childrens’  Art  Contest. 

Categories  of  records  in  the  system:  Records  contain  the  child’s 
name,  address,  age.  school  and  the  signature  of  one  parent. 

Authority  for  maintenance  of  the  system:  Public  Law  930179 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  ^rpose — To  administer 
the  Childrens’  Art  Program.  Use — None. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Stored  in  filing  equipment,  information  is  contained  on 
an  application  form. 

Retrievabiiity:  Records  are  maintained  by  contestant  name  within 
state. 

Safeguards:  Normal  physical  security  with  access  limited  to  mem¬ 
bers  of  the  Childrens’  Art  Program. 

Retention  and  disposal:  Maintained  until  audited  by  the  Inspection 
Service,  then  destroyed  by  shredding. 

System  manager(s)  and  aildress:  APMG,  Customer  Services  De¬ 
partment,  Headquarters 

Notification  procedure:  Inquiries  should  be  addressed  as  above, 
providing  individual’s  name  and  state. 

Record  access  procedures:  See  SYSTEM  MANAGER  above. 

Contesting  record  procedures:  See  SYSTEM  MANAGER  above. 

Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains. 

USPS  020.030 

System  name:  Communications  (Public  Relations)— School  Mailing 
Lists 

System  location:  Customer  Services  Department,  Headquarters 

Categories  of  individuals  covered  by  the  system:  School  principals 
and  teachers  of  the  participating  schools  in  the  various  USPS  edu¬ 
cational  material  mailing  programs. 

Categories  of  records  in  the  system:  Principal’s  name  or  teacher’s 
name  school  and  address. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  403,  404 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  mail  educa¬ 
tional  material.  Use  -  None. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape  and  typed  or  handwritten  forms. 

Retrievabiiity:  Zip  Code,  Principal  or  teacher  name,  school  name. 

Safeguards:  Normal  USPS  physical  security 

Retention  and  disposal:  During  length  of  prt«ram— 3  years  then 
destroyed  by  shredding  or  burning. 

System  manageHs)  and  address:  APMG,  Customer  Services  De¬ 
partment,  Headquarters. 
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Nodficatioii  procedure:  Inquiries  should  be  addressed  to  the 
SYSTEM  MANAGER  shown  above  providing  the  name  and  Zip 
Code. 

Record  access  procedures:  See'  NOTIFICATION  above. 

Cootcsting  record  procedures:  See  NOTIFICATION  above. 

Record  source  categories:  Information  mail-out  to  principals  and 
teachers. 

USPS  030.005 

System  aame:  Contract  Employee  EMscrimination  Com¬ 
plaints/Investigations  030.005 

System  locathm:  Employee  Relations  Department,  Headquarters, 
Regional  Headquarters 

Categories  of  hidivklnals  covered  by  the  system:  Employees  of 
contractors 

Categories  of  records  in  the  system:  Complaints,  documented  fol¬ 
low-up  actions,  investigative  file. 

Authority  for  maiutcBauce  of  the  system:  Executive  Order  11246 
as  amended 

Routiuc  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose— To  insure  fair 
treatment  for  employees  of  USPS  contractors. 

Use — 

1.  Information  disclosed  to  Department  of  Labor  which  acts  as 
the  supervisory/administrative  arm  for  this  program. 

2.  Disclosed  to  the  Justice  Department  and  counsel  in  the  event 
of  litigation. 

3.  Disclosed  to  the  Equal  Employment  Opportunity  Commission 
of  the  CivO  Service  Commission. 

4.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  investigation  as  set 
forth  in  OMB  Circular  No.  A-19  at  any  stage  of  the  legislative  coor¬ 
dination  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  correspondence  records. 

Retrievability:  Contractor  employee  name. 

Safeguards:  Restricted  to  office  personnel;  office  is  locked  during 
off-hours. 

Retention  and  disposal:  Once  file  closed,  maintained  indefinitely. 

System  managerfs)  and  address:  APMG,  Employee  Relations  De¬ 
partment,  Headquarters 

Notification  procedure:  Send  request  to  SYSTEM  MANAGER 
above  and  include  name,  firm  employed  by,  approximate  date  of 
filing  complaint. 

Record  access  procedures:  See  “NOTIFICATION”  above. 

Contesting  record  procedures:  See  “NOTIFICATION”  above. 

Record  source  categories:  Complainant,  other  individuals  in  the 
course  of  investigation. 

USPS  030.010 

System  name:  Equal  Employment  Opportunity-EEO  Discrimination 
Complaint  Investigations,  030.010 

System  location:  Office  of  Equal  Employment  Compliance.  Em¬ 
ployee  Relations,  Headquarters;  EEO  Office  at  Regions,  Post  Of¬ 
fices,  Sectional  Centers,  Bulk  Mail  Centers,  Automatic  Data  ' 
Processing  Centers  and  Postal  Data  Centers. 

Categories  of  individuals  covered  by  the  system:  Current  and 
former  postal  employees,  applicants  for  positions  within  the  USPS 
and  third  party  complainants. 

Categories  of  records  in  the  system:  Records  contain  names,  wm-k 
locations,  dates.  Social  Security  Numbers,  and  other  information  as 
included  on  affidavits,  interviews  and  investigative  forms. 

Authority  for  maintenance  of  the  system:  Public  Law  92-261, 
Equal  Employment  Act  of  1972;  Executive  Order  1 1478. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Ihirpose — Used  by  EEO 
officers  and  Civil  Service  Commission  to  adjudicate  complaints  of 
aUeged  discrimination. 

Use — 

1.  Disclosed  by  USPS  to  U.  S.  Civil  Service  Commission  to  adju¬ 
dicate  complaints  of  alleged  discriminations. 

2.  Disclosed  to  courts  and  counsel  in  the  event  of  litigation. 


3.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
coimection  with  the  review  of  private  relief  investigation  as  set 
f(Hth  in  OMB  Circular  No.  A019  at  any  stage  of  the  legislative 
coordination  and  clearance  process  as  set  forth  in  that  Circular. 

PoUdes  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  is  maintained  in  letter  form  from  complai¬ 
nants,  affidavits,  interviews  and  investigative  forms. 

RctrievabUity :  Files  are  accessed  by  case  number,  the  custodian 
must  also  be  furnished  with  the  name  of  the  complainant  and  the 
place  \ritere  the  complaint  was  filed.  Case  number  consists  of  the 
last  two  digits  of  the  year  with  case  in  chronological  sequence. 

Safeguards:  Information  is  maintained  in  ffle  cabinets  in  locked 
rooms. 

Retentioa  and  disposal:  Current  ffles  are  purged  quarterly  and 
sent  to  local  storage  where  they  are  retained  indefinitely. 

System  managerfs)  and  address:  AFMG,  Employee  Relations  De¬ 
partment,  Headquarters 

Notification  procedure:  Individuals  interested  in  finding  out  if 
there  is  information  in  this  records  system  pertaining  to  them 
should  contact  EEO  ofTicers  at  the  Region  or  Headquarters  level, 
giving  complainant  name,  postal  location,  region,  ffle  number  and 
year. 

Record  access  procedures:  See  “NOTIFICATION”  above. 

Contesting  record  procedures:  See  “NOTIFICATION”  above. 

Record  source  categories:  Information  is  received  from  the  com¬ 
plainant,  respondent  and  from  investigations  and  interviews. 

Systems  exempted  from  certain  provisions  of  the  act:  Reference  39 
CFR  266.9  for  details. 

USPS  030.020 

System  name:  Equal  Employment  Opportunity — Equal  Employment 
OppcHtunity  Staff  Selection  Records,  030.020 

System  location:  Employee  Relations  Department,  Headquarters, 
Regional  Headquarters,  Federal  Records  Centers 

Categories  of  individuals  covered  by  the  system:  Candidates  con¬ 
sidered  by  Promotion  Boards  for  EEO  staff  position. 

Categories  of  records  in  the  system:  Name  of  candidate,  level,  ad¬ 
dress,  service  computation  date,  date  of  birth.  Social  Security 
Number,  postal  background,  personal  information  required  to  as¬ 
sess  employee  qualifications  for  position,  estimate  of  potential  and 
record  of  members  of  Board. 

Authority  for  maintenance  of  the  ^yvtem:  39  U.S.C.  1001,  Execu¬ 
tive  Orders  11478  and  11 590 

Routine  uses  of  records  maintained  hi  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  provide 
Headquarters  with  information  needed  to  complete  selection 
process. 

Use— 

1.  USPS  Promotion  Board  reviews  these  records  to  determine  ap¬ 
plicant’s  eligibility  for  appointment. 

2.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  legislation  as  set  forth 
in  OMB  Circular  No.  A019  at  any  stage  of  the  legislative  coordina¬ 
tion  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  staring,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Forms,  paper  ffles. 

Retrievability:  Name  of  applicant  and  pay  location. 

Safeguards:  Maintained  in  locked  ffle  cabinets  within  secured 
facility. 

Retention  and  disposal:  Records  are  transferred  to  the  Federal 
Records  Center  and  maintained  indefinitely. 

System  managerfs)  and  address:  APMG,  Employee  Relations  De¬ 
partment,  Headquarters 

Notillcatian  procedure:  Inquiries  should  be  addressed  to  the  head 
of  the  faeflity  where  application  was  made.  Inquiries  should  contain 
full  name,  position  applied  for,  the  date  the  Promotion  Board  met 
and  Social  Security  Number. 

Record  access  procedures:  See  “NOTIFICATION”  above. 

Contesting  record  procedures:  See  “NOTIFICATION”  above. 

Record  source  categories:  Employee,  and  employee  personnel 
data. 
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USPS  040.010 

System  name:  Customer  Programs — Memo  to  Mailers  Address  File, 
040.010 

System  locatkm:  USPS  Headquarters,  Customer  Services  Depart¬ 
ment 

Categories  ol  individuals  covered  by  the  system:  Subscribers  to 
Memo  to  Mailers  monthly  newsletter. 

Categories  of  records  in  the  system:  Subscribers*  mailing  ad¬ 
dresses  and  status  of  membership  in  Postal  Customers  Councils. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  403,  404 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  prepare 
mailing  labels  for  the  monthly  mailing  of  Memo  to  Mailers. 
Use — None 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape  and  computer  printout. 

Retrievability:  Records  are  maintained  by  subscribers’  name, 
city,  state  and  ZIP  Code. 

Safeguards:  The  list  contractor  is  forbidden  by  contract  to  use  the 
list  for  any  other  means  than  to  produce  mailing  labek  for  the  U.  S. 
Postal  Service. 

Retention  and  disposal:  The  master  file  is  maintained  indefinitely, 
and  is  updated  each  month. 

System  managers)  and  address:  APMG,  Customer  Services  De¬ 
partment,  Headquarters 

Notification  procedure:  Persons  wishing  to  know  whether  infor¬ 
mation  about  them  is  maintained  in  this  system  of  records  should 
address  inquiries  to  the  SYSTEM  MANAGER  and  supply  their 
name  and  address. 

Record  access  procedures:  See  “SYSTEM  MANAGER”  above. 

Contesting  record  procedures:  See  “SYSTEM  MANAGER” 
above. 

Record  source  categories:  Subscribers,  Postmasters,  USPS 
Customer  Service  Representatives. 

USPS  •40.020 

System  name:  Customer  Programs — Sexually  Oriented  Advertise¬ 
ments,  040.020 

System  location:  Rates  and  Classification  Department,  Headquar¬ 
ters;  Postal  Data  Center,  Headquarters:  Postal  Data  Center,  New 
York;  Postal  Inspector-ln-Charge  NYC  and  Los  Angeles,  CA. 

Categories  of  individuals  covered  by  the  system:  Any  adult  who 
elects  to  have  his  name  and  address  and  that  of  his  children  under 
19  years  of  age,  placed  on  the  list  of  persons  who  do  not  wish  to 
receive  sexually  oriented  advertisements  through  the  mail. 

Categories  of  records  In  the  system:  Records  contain  the  name  and 
address  of  head  of  household  or  other  adult,  the  names  and  birth 
dates  of  children  under  19  years  ot  age. 

Authority  for  maintenance  of  the  system:  39  U.S.C. ,  Section  3010 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  maintain  a 
list,  available  to  mailers  of  sexually  oriented  advertisements,  of 
persons  desiring  not  to  receive  such  matter  through  the  mails. 

Use — 

1.  Upon  payment  of  prescribed  fee,  provide  m^ers  of  sexually 
oriented  advertisements  a  list  of  individuals  who  do  not  wish  to 
receive  SO  A. 

2.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law.  whether  civil,  criminal,  or  regulatory  in  nature, 
to  the  appropriate  agency,  whether  Federal,  State,  or  local,  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  of  rule, 
regulation,  or  order  issued  pmsuant  thereto. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytsm: 

Storage:  Information  is  stored  on  magnetic  tape,  computer  prin¬ 
touts  microfiche  cards  and  preprinted  forms. 

Retrievability:  Information  is  stored  in  zip  code  sequence  and  in 
application  number  sequence. 

Safeguards:  Printouts  and  nucrofiche  are  retained  by  the  Office 
of  Mail  Classification  and  Postal  Inspection  Service;  hard  copy  is 
maintained  in  file  cabinets  at  Headquarters  with  limited  access. 


Retention  and  dispasal:  a.  Names  are  retained  on  the  compu¬ 
terized  list  for  a  maximum  of  five  years  as  prescribed  by  law. 

b.  Forms,  printouts  and  microfiche  are  retained  indefinitely. 

c.  Any  records  that  are  to  be  destroyed  are  shredded. 

System  managerfs)  and  address:  APMG,  Rates  &  Classification 
Department.  Headquarters 

Notification  procedure:  Customers  will  furnish  the  system 
manager  their  name,  address,  application  number  and  the  date  of 
filing. 

Record  access  procedures:  See  “NOTIFICATION”  above. 

Contesting  record  procedures:  See  “NOTIFICATION”  above. 

Record  source  categories:  Customers  filing  to  have  their  names 
placed  on  lists  so  as  not  to  receive  SOA. 

USPS  050.005 

System  name:  Finance  Records — Accounts  Receivable  File  Main¬ 
tenance,  050.005 

System  location:  Postal  Data  Centers 

Categories  of  individuals  covered  by  the  system:  USPS  Vehicle 
Operators  and  private  individuals  responsible  for  d2unages  to  postal 
vehicles. 

Categoiim  of  records  in  the  system:  Invoice  number,  location 
name.  Social  Security  Number,  employee  name,  designation  code. 

Authority  for  maintenance  of  the  system:  39XI.S.C.  401 

Routine  uses  of  records  maintained  in  the  system  ,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Pu.'pose — To  monitor 
^and  record  coUections  made  by  the  USPS. 

Use— 

1.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal,  or  regulatory  in  nature, 
to  the  appropriate  agency,  whether  Federal,  State,  or  local,  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation,  or  order  issued  pursuant  thereto. 

2.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  legislation  as  set  forth 
in  OMB  Circular  No.  A019  at  any  stage  of  the  legislative  coordina¬ 
tion  and  cleamace  process  as  set  forth  in  that  .Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  maintained  on  printed  forms,  punched  cards 
and  magnetic  tapes. 

Retrievability:  Records  are  indexed  by  name  of  employee  and  his 
Social  Security  Number. 

Safeguards:  Authorization  is  limited  to  personnel  of  the  General 
Accounting  section.  Computerized  records  are  subject  to  the  securi¬ 
ty  of  the  computer  room. 

Retention  and  disposal:  AU  information  is  retained  for  four  years 
after  claim  is  payed  and  then  destroyed  by  burning  or  scratched. 

System  managerts)  and  address:  APMG,  Finance  Department, 
Headquarters 

Notification  procedure:  Individuals  requesting  information  from 
this  system  of  records  will  apply  to  the  pertinent  postal  facility  and 
present  the  debtor’s  name  and  Social  Securitv  Number. 

Record  access  procedures:  See  “NOTIFICATION”  above. 

Contesting  record  procedures:  See  “NOTIFICATION”  above. 

Record  source  categories:  Information  is  passed  to  this  system 
from  the  Payroll  Section,  General  Accounting  Section,  Claims  Sec¬ 
tion,  and  Postmasters  and  Regional  Offices. 

USPS  050.010 

System  name:  Finance  Records— Employee  Travel  Records 
(Accounts  Payable),  050.010 

System  location:  Postal  Data  Centers 

Categories  of  individuals  covered  by  the  system:  USPS  Employees 
on  official  travel. 

Categories  of  records  in  the  system:  Travel  vouchers  and  travel 
advances  cemtaining  employee  name,  social  securitv  number. 
Finance  Number  basic  travel  information  and  relocation  data. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  1001,  2008 
HPurpose— Reimburse  Employees  for  official  travel. 

Use— 

1.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  agency,  whether  Federal,  State, 
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or  local,  charged  with  the  responsibility  of  investigating  or 
prosecuting  such  vk^tion  or  charged  with  enforcing  or  implement¬ 
ing  the  statute,  or  rule,  regulation,  or  order  issued  pursuant  thereto. 

2.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
coiuiection  with  the  review  of  private  relief  legislation  as  set  forth 
in  OMB  Circular  No.  A019  at  any  stage  of  the  legislative  coordina¬ 
tion  and  dearance  process  as  set  forth  in  that  Circular. 

Policies  and  praetkes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  b  stored  on  pre-printed  forms  and  magnetic 
tape. 

Retrievability:  Information  is  indexed  by  social  security  number. 

Safeguards:  Access  is  subject  to  computer  center  access  control. 

Retcatioa  and  disposal:  Retained  four  years  after  payment  and 
destroyed  by  burning  or  magnetic  tape  by  scratching  and  reuse. 

System  nsaaagerts)  and  address:  APMG,  Finance  Department, 
Headquarters.  ^ 

Notification  procedure:  Requests  for  information  should  be 
presented  to  Dkectors  of  Posted  Data  Centers,  furnishing  name  and 
social  secirrity  number. 

Record  access  procedures:  See  NOTIFICATION  above. 

Contesting  record  procedures:  See  NOTIFICATION  above. 

Record  source  categories:  Information  is  received  from  the  em¬ 
ployee  filing  a  voucher. 

USPS  050.020 

System  name:  Finance  Records — Payroll  System,  050.020 

System  location:  Payroll  system  records  are  located  and/or  main¬ 
tained  in  all  Departments  and  facihties  of  the  USPS,  the  Postal 
Data  Centers,  however,  are  the  focal  points  for  payroll  matters. 

Categories  of  individuals  covered  by  the  system:  USPS  employees. 

Categories  of  records  in  the  system:  Records  contain  general 
payroD  information  including  retirement  deductions,  family  com¬ 
pensations,  benefit  deductions,  accounts  receivable,  union  dues, 
leave  data,  tax  withholding,  allowances,  FICA  taxes,  salary,  name, 
social  security  number,  payments  to  financial  organizations,  dates 
of  appointment  or  status  changes,  designation  codes,  position  title, 
occupation  codes,  adjlresses,  records  of  attendance,  and  other  rele¬ 
vant  payroll  information. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401,  1003,  S 
U.S.C.  8339 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — 

1.  Information  within  the  system  is  intended  for  handling  all 
necessary  payroU  functions  and  for  use  by  employee  supervisors 
for  the  performance  of  their  managerial  duties. 

2.  To  provide  information  to  USPS  Management  and  executive 
personnel  for  use  in  selection  decisions  and  evaluation  of  training 
effectiveness.  These  records  are  examined  by  the  Selection  Com¬ 
mittee  and  Regional  Postmasters  General. 

3.  To  compile  various  lists  and  mailing  lists,  i.e..  Postal  Leader, 
Women’s  Programs,  Newsletters,  etc. 

4.  To  support  USPS  Personnel  Programs  such  as  Executive 
Leadership,  Non-Bargaining  Position  Evaluations,  Evaluations  of 
Probationary  Employees,  Merit  Evaluation,  Membership  and 
Identification  Listings,  Mailing  Lists,  Women’s  Proorams  and  anal¬ 
ysis  of  employees  in  various  salary  ranges. 

Use— 

1.  Retirement  Reduction — To  transmit  to  the  Civil  Service  Com¬ 
mission  a  roster  of  all  USPS  employees  under  Title  S,  U.S.C.,  Sec¬ 
tion  8334,  along  with  a  check. 

2.  Tax  withholdings — To  withhold  taxes  from  USPS  emplovees, 
including  Federal,  State,  and  City  taxes  for  Cities  that  have  entered 
into  agreements  with  Treasury  Department,  and  transmit  records 
relating  thereto  to  the  taxing  authority. 

3.  Unemployment  and  Compensation  Data — To  reply  to  State 
Unemployment  Offices,  when  requested,  concerning  all  USPS  em¬ 
ployees. 

4.  Employee  Address  File — For  W02  tax  mailings  and  Postal 
mailing  such  as  Postal  Life,  Postal  Leaders,  etc. 

5.  Salary  Payments  and  allotments  to  financial  organizations — To 
provide  salary  distribution  information  as  elected  by  emoloyee. 

6.  FI  (SS  Tax)  Deduction— To  SS  Administration  as  record  of 
namings  under  the  SS  Act  for  all  casual  employees  not  under 
retirement 

7.  Information  from  these  records  may  be  stored  at  emergency 
record  centers. 


8.  Determine  eligibility  for  coverage  and  payment  of  benefits 
under  the  Civil  Service  Retirement  System,  the  Federal  Employees’ 
Group  Life  Insuarance  Program  and  the  Federal  Employees  Health 
Benefits  Pix^ram  and  transfer  related  records  as  appropriate. 

9.  Determine  the  annount  of  benefit  due  under  the  Civil  Service 
Retirement  System,  the  Federal  Employees’  Group  Life  Insurance 
Program  and  the  Federal  Employees  Health  Benefits  Program  and 
authorizing  payment  of  that  amount  and  transfer  related  records  as 
appropriate. 

10.  Transfer  to  Office  of  Workers’  Compensation  Programs, 
Veterans  Administration  Pension  Benefits  Program,  Social  Security 
Old  Age,  Survivor  and  Disability  Insurance  and  Medicare  Pro¬ 
grams,  military  retired  pay  programs,  and  Federal  civilian  employee 
retirement  systems  other  th^  the  Civil  Service  Retirement  System, 
when  requested  by  that  program  or  system  or  by  the  individual 
covered  by  this  system  of  records,  for  use  in  determining  an  in¬ 
dividual’s  claim  for  benefits  under  such  system. 

11.  Transfer  earnings  information  under  the  Civil  Service  Retire¬ 
ment  System  to  the  Internal  Revenue  Service  as  requested  by  the 
Internal  Revenue  Code  of  1954,  as  amended. 

12.  Transfer  information  necessary  to  supoort  a  claim  for  life  in¬ 
surance  benefits  under  the  Federal  Employees’  Group  Life  In¬ 
surance  Program  to  the  Office  of  Federal  Employees’  Group  Life 
Insurance,  4  East  24th  Street,  New  York,  NY  10010. 

13.  Transfer  information  necessary  to  supoort  a  claim  for  health 
insurance  benefits  under  the  Fedei^  Employees  Health  Benefits 
Program  to  a  health  insurance  carrier  or  plan  participating  in  the 
program. 

14.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  Federal,  State,  or  local,  charged  with 
the  responsibility  of  investigating  or  prosecuting  such  violation  or 
charged  with  enforcing  or  implementing  the  statute,  or  rule,  regula¬ 
tion  or  order  issued  pursuant  thereto. 

15!  To  request  information  from  a  federal,  state  or  local  agency 
maintaining  civil,  criminal,  or  other  relevant  enforcement  or  other 
pertinent  information,  such  as  licenses,  if  necessary  to  obtain  rele¬ 
vant  information  to  an  agency  decision  concerning  the  hiring  or  re¬ 
tention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

16.  As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  are  collected  and  maintained, 
or  for  related  personnel  management  functions  or  manpower  stu¬ 
dies;  may  also  be  utilized  to  respond  to  general  requests  for  statisti¬ 
cal  information  (without  personal  identification  of  individuals) 
under  the  Freedom  of  Information  Act  or  to- locate  specific  in¬ 
dividuals  for  personnel  research  or  other  personnel  management 
functions. 

17.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  legislation  as  set  forth 
in  OMB  Circular  No  A019  at  any  stage  of  the  legislative  corrdina- 
tion  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Preprinted  forms,  magnetic  tape,  microforms,  punched 
cards,  computer  reports  and  card  forms. 

Retrievability:  These  records  are  organized  by  location,  name  and 
social  security  number. 

Safeguards:  Records  are  contained  in  locked  filing  cabinets;  are 
also  protected  by  computer  passwords  and  tape  library  physical 
security. 

Retention  and  disposal:  Records  are  retained  and  updated 
throughout  employment  with  tHe  Postal  Service.  Upon  separation 
records  become  historical  data,  this  data  is  retained  at  the  local  site 
for  two  years  then  forwarded  to  the  Federal  Records  Center 
nearest  the  pay  location. 

System  managers)  and  address:  APMG,  Finance  Department, 
Headquarters 

Notification  procedure:  Request  for  information  on  this  system  of 
records  should  be  made  to  the  head  of  the  facility  where  employed, 
giving  full  name  and  social  security  number.  Headquarters  em¬ 
ployees  should  submit  requests  to  the  System  Manager. 

Record  access  procedures:  See  NOTIFICATION  above. 

Contesting  record  procedures:  See  NOTIFICATION  above. 

Record  source  categories:  Information  is  furnished  by  employees, 
supervisors  and  the  Postal  Source  Data  System. 
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USPS  050.040 

System  name:  Finance  Records— Uniform  Allowance  Program, 
050.040 

System  locatioo:  Postal  Data  Center.  St.  Louis,  MO  63180 

Categories  of  individuals  covered  by  the  system:  USPS  Employees 
entitled  to  uniform  allowances. 

Categories  of  records  in  the  system:  Information  in  this  system  of 
records  consists  of  name,  social  security  number,  designation  code, 
and  pay  location. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  1206 

Routine  uses  of  records  maintained  in  the  system,  iiKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  fund  the 
procurement  of  uniforms. 

Use— 

1.  Information  may  be  furnished  to  employee  organizations  in  the 
event  of  complaints  or  grievance  on  the  part  of  an  employee. 

2.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal,  or  regulatory  in  nature, 
to  the  appropriate  agency,  whether  Federal,  State,  or  lo<^.  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation,  or  order  issued  pursuant  thereto. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  is  maintained  on  preprinted  forms, 
microfilm  and  magnetic  tape. 

Retrievability:  System  of  records  is  indexed  by  Social  Security 
Number. 

Safeguards:  Forms  are  kept  in  file  cabinets  and  magnetic  tape  and 
microfilm  is  subject  to  Computer  Center  access  control. 

Retention  and  disposal:  a.  The  Uniform  Allowance  Payment 
Record  Card  is  destroyed  by  shredding  90  days  after  payment. 

b.  Pay  listing  information  is  retained  for  12  years  and  then 
destroyed  by  shredding  or  burning. 

System  managerfs)  and  address:  APMG,  Finance  Department, 
Headquarters. 

Notification  procedure:  Correspond  with  the  head  of  the  facility 
where  employed,  furnishing  name  and  Social  Security  Number. 

Record  access  procedures:  See  “NOTIFICATION”  above. 

■  Contesting  record  procedures:  See  “NOTIFICATION”  above. 

Record  source  categories:  PayroU  system  and  Postmasters  have 
input  to  this  system  of  records. 

USPS  060.010  ' 

System  name:  Fraud  and  False  Representation  Records — Consumer 
Protection  Case  Records,  060.010 

System  location:  Consumer  Protection  Office,  Law  Department, 
USPS  Headquarters. 

Categories  of  individuals  covered  by  the  system:  Respondents  in 
proceedings  initiated  pursuant  to  39  U.S.C.  subsection  3005;  names 
of  attorneys  representing  parties;  assigned  Postal  Inspectors;  and 
promoter  of  scheme. 

Categories  of  records  in  the  system:  Describes  and  provides  histo¬ 
ry  of  the  above  and  identifies  interested  parties. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  subsection 
3005. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — Ready 
reference  source  for  determining  status  of  pending  case  and 
identification  of  postal  employees  most  familiar  therewith. 

Use— 

1.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature, 
to  the  appropriate  agency,  whether  Federal,  state,  or  local,  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation,  or  order  issued  pursuant  thereto. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  in  this  system  is  maintained  on  printed 
forms. 

Retrievability:  Records  are  maintained  by  an  alphabetic  indexing 
by  name  of  respondent. 


Safeguards:  Records  are  maintained  in  closed  filing  cabinets 
under  general  scrutiny  by  persoimel  of  the  Law  Department. 

Retendon  and  disposal:  Records  in  this  system  are  maintained  in¬ 
definitely. 

System  managerfs)  and  addrew:  Assistant  Geiteral  Counsel,  Con¬ 
sumer  Protection  Office,  Law  Department,  USPS  Headquarters. 

Notification  procedure:  Customers  wishing  to  know  whether  infor¬ 
mation  about  them  is  maintained  in  this  system  of  records  should 
address  inquiries  to  the  above  SYSTEM  MANAGER.  Inquiries 
should  contain  full  name,  name  by  which  respondent  in  proceeding 
may  have  been  designated;  approximate  time  period  in  which 
proceedings  may  have  been  initiated. 

Record  access  procedures:  See  SYSTEM  MANAGER  above. 

Contesting  record  procedures:  See  SYSTEM  MANAGER  above. 

Record  source  categories:  Complaints,  correspondence  between 
parties  involved  and  I^tal  Inspection  Service  investigative  reports. 

USPS  060.020 

System  name:  Fraud  and  False  Representation 

Records — Prohibitory  Order,  060.020 

System  location:  Consumer  Protection,  Law  Department, 
Headquarters,  Postal  Service  Centers,  Regional  Headquarters,  Sec¬ 
tional  Management  Centers 

Categories  of  individuals  covered  by  the  system:  Persons 
requestii^  prohibitory  orders,  the  mailers  against  whom  such  or¬ 
ders  are  issued. 

Categories  of  records  in  the  system:  Applications  for  prohibitory 
orders,  the  mailing  upon  which  request  is  predicated,  the  issued 
order  and  the  registered  mail  receipt  signed  by  mailer  against  whom 
order  was  issued. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  3008 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  process 
request  of  an  order  to  prohibit  pandering  advertisement  and  to 
determine  whether  violations  of  orders  have  occurred.  Used  by 
Consumer  Protection  Office  and  Regional  Counsel  to  investigate 
violations  of  postal  statutes. 

Use — 

1.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature, 
to  the  appropriate  agency,  whether  Federal,  State,  or  local,  charged 
with  the  responsibility  of  investi^ting  or  prosecuting  such  violation 
or  chafed  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation,  or  order  issued  pursuant  thereto. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  is  maintained  in  letter  form,  handwritten 
and  typed. 

RetrievaMlity:  Data  may  be  found  by  prohibitory  order  number 
or  by  name  of  person  requesting  order. 

Safeguards:  Records  are  maintained  in  closed  filing  cabinets. 

Retention  and  disposal:  Information  is  retained  indefinitely. 

System  managers)  and  address:  Assistant  General  Counsel,  Con¬ 
sumer  Protection  Office,  Law  Department,  Headquarters 

Notification  procedure:  Name  and  address  of  person  requesting 
prohibitory  order  should  be  furnished  the  SYSTEM  MANAGER. 

Record  access  procedures:  See  NOTIFICATION  above. 

Contesting  record  procedures:  See  NOTIFICATION  above. 

Record  source  categories:  Persons  requesting  prohibitory  orders. 

USPS  070.010 

System  name:  Inquiries  and  Complaints— Correspondence  Files  of 
the  Postmaster  General,  070.010. 

System  location:  Office  of  the  Postmaster  General,  USPS 
Headquarters. 

Categories  of  individuals  covered  by  the  system:  USPS  employees 
and  Postal  Service  customers  who  have  corresponded  with  the  Of¬ 
fice  of  the  Postmaster  General. 

Categories  of  records  in  the  system:  General  postal  information.  / 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401. 

Routine  uses  of  records  naaintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  -  To  maintain 
reference  to  letters  from  persons  communicating  with  the  Post¬ 
master  General. 
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Use — 

1.  Periodically  transferred  to  custody  of  National  Archives  and 
Records  Service  (NARS)  for  keeping  as  historical  documentation. 

Policies  and  practices  for  starine«  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  original  typed,  printed,  or  handwritten  form. 

Retrievability:  Records  are  filed  by  individual’s  name,  chronologi¬ 
cally  by  date  and  by  subject. 

Safeguards:  Records  are  maintained  in  locked  filing  cabinets 
under  scrutiny  of  PMG’s  secretary  and  in  secured  locked  storage 
room  with  limited  access. 

Retention  and  disposal:  Records  are  maintained  indefinitely. 

System  manager! s)  and  address:  Postmaster  General,  Headquar¬ 
ters. 

Notification  'procedure:  Inquiries  should  be  addressed  to  the 
SYSTEM  MANAGER  above  and  should  contain  full  name,  date  of 
letter,  and  subject. 

Record  access  procedures:  See  SYSTEM  MANAGER  above. 

Contesting  record  procedures:  See  SYSTEM  MANAGER  above. 

Record  source  categories:  Persons  communicating  with  the  Post¬ 
master  General. 

USPS  070.020 

System  name:  Inquiries  and  Complaints — Government  Officials’ 
Inquiry  System,  070.020. 

System  location:  Government  Relations  Dept.,  USPS  Headquar¬ 
ters. 

Categories  of  individuals  covered  by  the  system:  Miscellaneous 
grouping  of  employees,  former  employees,  applicants  for  employ¬ 
ment,  contractors,  lessors,  and  customers  who  have  written  to  non¬ 
postal  Government  officials. 

Categories  of  records  in  the  system:  Miscellaneous  information 
relating  to  all  facts  of  operation  which  stems  from  correspondence 
described  above. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  provide 
USPS  officials  with  the  means  of  responding  to  inquiries  from 
and/or  for  other  government  officials.  Use — None. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  original,  typed,  printed,  or  handwritten  form. 

Retrievability  :  Subject  category  as  derived  from  correspondence 
and  the  inquiring  official’s  name. 

Safeguards:  Records  are  maintained  in  closed  file  cabinets  under 
general  scrutiny  of  personnel  of  Government  Relations  Dept. 

Retention  and  disposal:  These  records  are  maintained  for  four 
years  and  then  destroyed  by  shredding. 

System  managerts)  and  address:  APMG,  Government  Relations 
Department,  USPS  Headquarters. 

Notification  procedure:  Persons  wishing  to  know  whether  infor¬ 
mation  about  them  is  maintained  in  this  system  of  records  should 
address  inquiries  to  the  above  SYSTEM  MANAGER.  Inquiries 
should  contain  full  name,  the  name  of  the  Government  official  to 
whom  he  wrote,  the  nature  of  his  inquiry,  and  the  approximate 
date. 

Record  access  procedures:  Sec  SYSTEM  MANAGER  above. 

Contesting  record  procedures:  See  SYSTEM  MANAGER  above. 

Record  source  cmegories:  Non-postal  Government  officials. 

USPS  070.030 

System  name:  Inquiries  and  Complaints — Inquiry  for  Lx>ss  or  Rifling 
of  Mail  Matter,  070.030. 

System  locaUoa:  Post  Offices,  and  the  Postal  Data  Center  in  St. 
Lxmis. 

Categories  of  indivkluals  covered  by  the  system:  USPS  customers 
who  have  lost  mail  matter  or  their  mail  matter  had  been  rifled. 

Categories  of  records  in  the  system:  Name  and  address  of 
customer,  and  mail  matter  information  as  to  date  of  mailing,  con¬ 
tent  of  the  matter,  the  value  of  the  matter,  2md  the  addressee’s 
name  and  address. 

Authority  for  maintenaBce  of  the  system:  39  U.S.C.  404. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  sudi  uses:  Purpose — To  provide 
Claims  and  Inquiry  Section,  USPS,  with  the  ability  to  trace  lost  and 
rifled  matter. 

Use — 

1.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  viedation  of  law,  whether  civil,  criminal,  or  regulatory  in  nature, 
to  the  appropriate  agency,  whether  Federal,  State,  or  local,  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  chafed  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation,  or  order  issued  pursuant  thereto. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape,  punched  cards,  preprinted  forms  and 
computer  printed  reports. 

Retrievability:  Records  are  maintained  by  name  of  sender  and  ad¬ 
dress,  addressee’s  name  and  address,  date  of  mailing,  contents  of 
the  mail  matter,  the  value  of  the  contents,  and  place  of  mailing. 

Safeguards:  Computer  Center  access  control. 

Retention  and  disposal:  These  records  are  maintained  for  two 
years  and  then  destroyed  by  shredding  and  computer  tapes  by  auto¬ 
matic  deletion. 

System  manager(s)  and  address:  Director,  St.  Louis  Postal  Data 
Center,  or  local  post  office. 

Notification  procedure:  Customers  wishing  to  know  whether  infor¬ 
mation  about  them  is  maintained  in  this  system  of  records  should 
address  inquiries  to  their  local  postmaster  or  the  Director  of  the  St. 
Louis  Postal  Data  Center.  Inquiries  should  contain  full  name  and 
address,  the  addressee’s  name  and  address,  date  of  mailing,  place 
of  mailing  and  contents. 

Record  access  procedures:  See  SYSTEM  MANAGER  above. 

Contesting  record  procedures:  See  SYSTEM  MANAGER  above. 

Record  source  categories:  USPS  customers. 

USPS  070.040 

System  name:  Inquiries  and  Complaints — Patrons  Complaint 
Records,  070.040 

System  location:  Consumer  Advocate,  USPS,  Regional  and  Na¬ 
tional  Headquarters,  District  Offices,  Post  Offices 

Categories  of  individuak  covered  by  the  system:  USPS  customers 
who  have  initiated  complaints  against  the  USPS. 

Categories  of  records  in  the  system:  The  complainant’s  name,  ad¬ 
dress,  and  nature  of  the  specific  complaint,  and  resolution  of  same. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  403,  404 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  process 
USPS  customer  compl^nts  regarding  mail  services. 

Use— 

1.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal,  or  regulatory  in  nature, 
to  the  appropriate  agency,  whether  Federal,  State,  or  local,  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation,  or  order  issued  pursuant  thereto. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Stored  in  file  cabinets  in  the  Consumer  Advocates  Of¬ 
fice. 

Retrievability:  Complaints  are  filed  chronologically  and  by  name 
of  complainant. 

Safeguards:  Records  are  maintained  in  closed  filing  cabinets. 

Retention  and  disposal:  These  records  are  retained  for  a  period  of 
one  year  after  the  complaint  has  been  satisfied. 

System  manageris)  and  address:  APMG,  Customer  Services  De¬ 
partment,  Headquarters 

Notification  procedure:  Customers  wishing  to  know  whether  infor¬ 
mation  about  them  is  maintained  in  this  system  of  records  should 
address  inquiries  to  the  same  facility  to  which  they  mailed  their 
complaint. 

Record  access  procedures:  See  NOTIFICATION  above. 

Contesting  record  procedures:  See  NOTIFICATION  above. 

Record  source  categories:  USPS  customers. 
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USPS  060.010 

System  name:  Inspection  Requirements — Investigative  FUe  System, 
080.010 

System  location:  Chief  Postal  Inspector,  Headquarters,  Inspection 
Service  Regional  Headquarters 

Categories  of  individuals  covered  by  the  system:  Persons  related  to 
investigations,  including  subjects  of  investigations,  complainants, 
informants,  witnesses,  etc. 

Categories  of  records  in  the  system:  Reports  of  investigations  con¬ 
ducted  in  criminal,  civil  and  personnel  suitability  background  mat¬ 
ters,  and  information  in  various  forms  received  from  other  law  en¬ 
forcement  agencies  and  from  the  public,  includii^g  information  com¬ 
piled  for  the  purpose  of  identifying  criminal  offenders  and  reports 
identifiable  to  individuals.  Personal  information  in  this  system  may 
include  fingerprints  handwriting  samples,  reports  of  confidential  in¬ 
formants,  physical  identifying  data,  voiceprints,  polygraph  tests, 
and  photographs. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  404 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  provide  in¬ 
formation  related  to  investigation  of  criminal  matters;  employee 
and  contractor  background  investigations  or  other  Inspection  ^r- 
vice  activities. 

Use— A  record  maintaineo  in  this  system  of  records  may  be  dis¬ 
seminated  as  a  routine  use  of  such  record  as  follows; 

1.  in  any  case  in  which  there  is  an  indication  of  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal,  or  regulatory  in 
nature,  the  record  in  question  may  be  disseminated  to  the  ap¬ 
propriate  federal,  state,  local,  or  foreign  agency  charged  with  the 
responsibility  for  investigating  or  prosecuting  such  violation  or 
charged  with  enforcing  or  implementing  such  law; 

2.  in  the  course  of  investigating  the  potential  or  actual  violation 
of  any  law,  whether  civil,  criminal,  or  regulatory  in  nature,  or  dur¬ 
ing  the  course  of  a  trial  or  hearing  or  tne  preparation  for  a  trial  or 
hearing  for  such  violation,  a  record  may  be  disseminated  to  a 
federal,  state,  local,  or  foreign  agency,  or  to  an  indivioual  or  or¬ 
ganization,  if  there  is  reason  to  believe  that  such  agency,  in¬ 
dividual,  or  organization  possesses  information  relating  to  the  in¬ 
vestigation,  trial,  or  hearing  and  the  dissemination  is  reasonably 
necessary  to  elicit  such  information  or  to  obtain  the  cooperation  of 
a  witness  or  an  informant; 

3.  a  record  relating  to  a  case  or  matter  may  be  disseminated  in  an 
a'propriate  federal,  state,  local,  or  foreign  court  or  grand  jury 
proceeding  in  accordance  with  established  constitutional,  substan¬ 
tive,  or  procedural  law  or  practice; 

4.  a  record  relating  to  a  case  or  matter  may  be  disseminated  to  a 
federal,  state,  or  local  administrative  or  regulatory  proceeding  or 
hearing  in  accordance  with  tne  procedures  governing  such  proceed¬ 
ing  or  hearing; 

5.  a  record  relating  to  a  case  or  matter  may  be  disseminated  to  an 
actual  or  potential  party  or  his  attorney  for  the  purpose  of  negotia¬ 
tion  or  discussion  on  such  matters  as  settlement  of  the  case  or 
matter,  plea  bargaining,  or  informal  discovery  proceedings; 

6.  a  record  relating  to  a  case  or  matter  that  has  been  referred  by 
an  agency  for  investigation,  prosecution,  or  enforcement,  or  that 
involves  a  case  or  matter  within  the  jurisdiction  of  an  agency,  may 
be  disseminated  to  such  agency  to  notify  the  agency  of  the  status 
of  the  case  or  matter  or  of  any  decision  or  determination  that  has 
been  made,  or  to  make  such  other  inquiries  and  reports  as  are 
necessary  during  the  processing  of  the  case  or  matter; 

7.  a  record  relating  to  a  person  held  in  custody  pending  or  during 
arraignment,  trial,  sentence,  or  extradition  proceedings,  or  after 
conviction  or  after  extradition  proceedings;  may  be  disseminated  to 
a  federal,  state,  local,  or  foreign  prison,  probation,  parole,  or  par¬ 
don  authority,  or  to  any  other  agency  or  individual  concerned  with 
the  maintenance,  transportation,  or  release  of  such  a  person; 

8.  a  record  relating  to  a  case  or  matter  may  be  disseminated  to  a 
foreign  country  pursuant  to  an  international  treaty  or  convention 
entered  into  and  ratified  by  the  United  States  or  to  an  executive 
agreement; 

9.  a  record  may  be  disseminated  to  a  federal,  state,  local,  foreign, 
or  international  law  enforcement  agency  to  assist  in  the  general 
crime  prevention  and  detection  efforts  of  the  recipient  agency  or  to 
provide  investigative  leads  to  such  agency; 

K).  a  record  may  be  disseminated  to  a  federal  agency,  in  response 
to  its  request,  in  cormection  with  the  hiring  or  retention  of  an  em¬ 
ployee,  the  issuance  of  a  security  clearance,  the  reporting  of  an  in¬ 
vestigation  of  an  employee,  the  letting  of  a  contract,  or  the  is¬ 


suance  of  a  license,  grant,  or  other  benefit  by  the  requesting  agen¬ 
cy,  to  the  extent  that  the  information  relates  to  the  requesting  agen¬ 
cy’s  decision  on  the  matter; 

U.  a  record  may  be  disseminated  to  the  public,  news  media,  trade 
associations,  or  organized  groups,  when  the  purpose  of  the  dis¬ 
semination  is  educational  or  informational,  such  as  descriptions  of 
crime  trends  or  distinctive  or  unique  modus  operandi,  provided  that 
the  record  does  not  contain  any  information  identifiable  to  a 
specific  individual  other  than  such  modus  operandi; 

12.  a  record  may  be  disseminated  to.  a  foreign  country,  through 
the  United  States  Department  of  State  or  directly  to  the  representa¬ 
tive  of  such  country,  to  the  extent  necessary  to  assist  such  country 
in  apprehending  and/or  returning  a  fugitive  to  a  jurisdiction  which 
seeks  his  return; 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  at  records  in  the  sytem: 

Storage:  Information  is  collected  on  handwritten  documents  and 
located  by  computerized  indexes. 

Retrievability:  Information  is  located  by  the  name  of  the  in¬ 
dividual. 

Safeguards:  Investigative  records  are  maintained  in  locked  file 
cabinets,  safes,  or  secured  areas  under  the  scrutiny  of  Inspection 
Service  personnel  who  have  been  subjected  to  security  clearance 
procedures.  Access  is  further  restricted  by  computer  passwords. 

Retention  and  disposal:  Criminal  investigative  records  are  main¬ 
tained  50  years,  non-criminal  records  are  maintained  for  5  to  24 
years,  depending  on  type.  Exceptions  may  be  granted  in  specific  in¬ 
stances  for  indefinite  retention.  All  records  are  destroyed  by  burn¬ 
ing  or  pulping. 

System  managerfs)  and  address:  Chief  Postal  Inspector, 
Headquarters. 

Notification  procedure:  Persons  wishing  to  know  whether  infor¬ 
mation  about  them  is  contained  in  this  system  of  records  or  if  they 
were  the  subject  of  an  investigation  should  furnish  the  SYSTEM 
MANAGER  sufficient  identifying  information  to  distinguish  them 
from  other  individuals  of  like  name;  identifying  data  will  include 
name,  address,  type  investigation,  dates,  places  and  the  individuals 
involvement. 

Record  access  procedures:  See  NOTIFICATION  above. 

Contesting  record  procedures:  See  NOTIFICATION  above. 

Record  source  categories:  Personal  interviews  with  persons  in¬ 
volved  with  an  investigation,  whether  subjects,  complainants,  wit¬ 
nesses  or  references. 

Systems  exempted  from  certain  provisions  of  the  act:  Reference  39 
C.F.R.  266.9  for  details. 

USPS  080.020 

System  name:  Inspection  Requirements — MaU  Cover  Program, 
080.020 

System  location:  USPS  Inspection  Service  National  and  Regional 
Headquarters;  Divisional  Headquarters 

Categories  of  individuals  covered  by  the  system:  Individuals  on 
whom  a  mail  cover  has  been  duly  authorized  to  obtain  information 
in  the  interest  of  (1)  orotecting  the  national  security  (2)  locating  a 
fugitive  and  (3)  obtsdning  evidence  of  the  commission  or  attempted 
commission  of  a  crime  which  is  punishable  by  imprisonment  for  a 
term  exceeding  one  year. 

Categories  of  records  in  the  system:  Names  and  addresses  of  in¬ 
dividuals,  inter-office  memorandums,  and  correspondence  with 
other  agencies. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401,  404 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  ^rpose — To  investigate 
the  commission  or  attempted  commission  of  acts  constituting  a 
crime  that  is  punishable  by  law. 

Use— 

1.  Information  from  this  system  of  records  may  be  disclosed  to 
an  appropriate  law  enforcentent  agency,  whether  federal,  state  or 
local,  charged  by  law  with  the  responsibility  for  investigating, 
prosecuting  or  otherwise  acting  with  respect  to  protecting  the  na¬ 
tional  security,  locating  a  furtive,  or  obtaining  evidence  of  com¬ 
mission  or  attempted  commission  of  a  crime. 

2.  A  record  relating  to  a  case  or  matter  may  be  disseminated  in 
an  appropriate  Federal,  state,  local,  or  foreign  court  or  grand  jury 
proceeding  in  accordance  with  established  constitutional,  substan¬ 
tive,  or  procedural  law  or  practice. 
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3.  A  record  relating  to  a  case  or  matter  may  be  disseminated  to 
an  actual  or  potential  party  or  his  attorney  for  the  purpose  of 
negotiation  or  discussion  on  such  matters  as  settlement  of  the  case 
or  matter,  plea  bargaining,  or  informal  discovery  proceedinqs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Original  typed  documents  andJor  duplicate  copies. 

Retrievability:  Subject’s  name  filed  alphabetically  by  Fiscal  year. 

Safeguards:  Mail  cover  data  is  stored  in  locked  cabinets  or  in  a 
safe.  Classified  mail  cover  material  and  any  mail  matter  which  in¬ 
volves  national  security  is  stored  in  a  safe  or  in  metal  file  cabinets 
equipped  with  either  steel  lockbar,  hasp  and  st^le,  or  locking 
device  and  an  approved  three  or  more  combination  dial-type 
padlock  from  which  the  manufacturer’s  identification  numbers  have 
been  obliterated. 

Retention  and  disposal:  Files  and  records  pertaining  to  mail 
covers  are  retained  for  eight  years,  and  older  data  is  destroyed  by 
shredding  or  burning. 

System  managerls)  and  address:  Chief  Inspector,  USPS 
Headquarters. 

Notification  procedure:  Persons  wishing  to  know  whether  infor¬ 
mation  about  them  is  maintained  in  this  system  of  records  should 
address  inquiries  to  the  above  SYSTEM  MANAGER.  Inquiries 
should  contain  full  name  and  current  address,  together  with  previ¬ 
ous  addresses  for  past  eight  years  when  applicable. 

Record  access  procedures:  See  SYSTEM  MANAGER  above. 

Contesting  record  procedures:  See  SYSTEM  MANAGER  above. 

Record  source  categories:  Correspondence  from  requesting 
authority  and  record  of  action  taken  upon  that  request. 

Systems  exempted  from  certain  provisioDs  of  the  act:  Reference  39 
C.F.R.  266.9  for  details. 

USPS  090.010 

System  name:  Non-Mail  Services — Food  Coupon  Program  Records, 
090.010 

Svstem  location:  Post  Offices  in  17  states  (IL.  MI,  KY,  GA,  SC, 
NC.  OK,  TX.  CA.  WA,  AK.  MT,  NMv  CO,.  AR.  OR,  MA)  2316 
Post  Offices,  Stations  and  Branches;  (Locations  are  subject  to 
frequent  change.) 

Categories  of  individuals  covered  by  the  system:  Persons 
authorized  to  purchase  food  coupons. 

Categories  of  records  in  the  system:  Name,  address,  and  number 
of  food  coupons. 

.Authority  for  maintenance  of  the  system:  39  U.S.C.  401, 411 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  provide 
local  distrubution  of  food  coupons  authorized  by  the  state  govern¬ 
ments  listed  in  location  above. 

Use- 

1 .  Transfer  relevant  records  to  the  U.  S.  Department  of  Agricul¬ 
ture  and  to  appropriate  State  or  local  administering  authority. 

2.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal,  or  regulatory  in  nature, 
to  the  appropriate  agency,  whether  Federal,  State,  or  local,  charged 
V  ith  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation,  or  order  issued  pursuant  thereto. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  These  records  are  stored  in  file  cabinets  located  in  the 
Accounting  Unit;  some  information  is  maintained  on  tape  as  well. 

Retrievability:  Name  of  purchaser  and  number  of  card  issued  by 
the  State. 

Safeguards:  Records  are  maintained  on  secured  premises  in  file 
cabinets. 

Retention  and  disposal:  Information  in  this  system  of  records  is 
maintained  for  thirty  days  and  then  returned  to  the  State. 

System  manager) s)  and  address:  APMG,  Customer  Services, 
Headquarters 

Notification  procedure:  Customers  wishing  to  know  whether  infor¬ 
mation  about  them  is  maintained  in  this  system  of  records  should 
address  inquiries  to  their  local  postmaster.  Inquiries  should  contain 
full  name  and  upon  location  of  the  record  purchasers  will  be 
required  to  produce  the  State-issued  card  authorizing  purchase. 

Record  access  procedures:  See  “NOTIFICATION”  above. 


Contesting  record  procedures:  See  “NOTIFICATION”  above. 

Record  source  categories:  The  State  and  purchasers  of  the  food 
coupons. 

USPS  090.020 

System  name:  Non-Mail  Services — Passport  Application  Records, 
090.020 

System  location:  886  Post  Offices  in  all  states  except  New  Jersey 

Categories  of  individuals  covered  by  the  system:  Persons  applying 
for  passports. 

Categories  of  records  in  the  system:  Name,  phone  number,  ad¬ 
dress,  and  services  received. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401,  411,  22 
U.S.C.  214 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  process  the 
application  of  passports. 

Use — 

1.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal,  or  regulatory  in  nature, 
to  the  appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or  implementing  the  statute,  or 
rule,  regulation,  or  order  issued  pursuant  thereto. 

2.  Records  may  be  transferred  to  the  State  Department. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 

and  disposing  of  records  in  the  sytem: 

Storage:  Information  in  this  system  is  maintained  on  printed 
forms  in  hard  copy. 

Retrievability:  By  name  of  applicant. 

Safeguards:  Information  in  this  system  of  records  is  maintained  in 
file  cabinets  in  the  Accounting  Unit. 

Retention  and  disposal:  Information  in  this  system  is  maintained 
for  two  years  and  destroyed  by  shredding. 

System  manager(s)  and  address:  APMG,  Customer  Services  De¬ 
partment,  Headquarters 

Notification  procedure:  Customers  wishing  to  know  whether  infor¬ 
mation  about  them  is  maintained  in  this  system  of  records  should 
address  inquiries  to  their  local  pmstmaster.  Inquiries  should  contain 
full  name  and  address  of  customer. 

Record  access  procedures:  See  “NOTIFICATION”  above. 

Contesting  record  procedures:  See  “NOTIFICATION”  above. 

Record  source  categories:  Information  in  this  system  of  records  is 
obtained  from  the  applicant. 

USPS  100.010 

System  name:  Office  Administration — Carpool  Coordination/Parking 
Records  System,  100.010 

System  location:  Employee  Relations  Department,  Headquarters; 
PST&DI  Centers,  Procurement  &  Supply  Department,  Headquar¬ 
ters 

Categories  of  individuals  covered  by  the  system:  U.  S.  Postal  Ser¬ 
vice  employees  at  Headquarters  and  PST&Dl  Centers 

Categories  of  records  in  the  system:  Records  in  this  system  con¬ 
tain  name,  address.  Social  Security  Number  and  Finance  number  of 
employees. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  provide 
parking  and  carpooling  services  to  employees. 

Use— 

1.  To  proride  each  employee  of  Headquarters,  USPS,  who 
desires  to  join  or  establish  a  carpool  with  the  listing  of  employees 
who  live  in  his/her  ZIP  Code  area. 

2.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  legislation  as  set  forth 
in  OMB  Circular  No.  A019  at  any  stage  of  the  legislative  coordina¬ 
tion  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  in  this  system  is  maintained  on  punched 
cards  and  printed  forms. 

Retrievability:  Alphabetical  listing  by  each  ZIP  Code  number  in 
the  surrounding  area. 

Safeguards:  Retained  in  file  boxes  under  minimum  security. 
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Retentioa  and  disposal:  Indefinite  period  and  are  destroyed  by 
placing  them  in  the  trash. 

System  managcrfs)  and  address:  APMG,  Procurement  &  Supply 
Department,  Headquarters 

Executive  Manager,  PST&DI  Centers 

Notification  procedure:  Employees  wishing  to  know  whether  in¬ 
formation  about  them  is  maintained  in  this  system  of  records 
should  address  inquiries  to  the  system  manager  where  employed. 

Record  access  procedures:  See  “NOTIFICATION’’  above 

Contesting  record  procedures:  See  “NOTIFICATION’’  above. 

Record  source  categories:  From  employee  desiring  participation  in 
a  carpool. 

USPS  100.020 

System  name:  Office  Administration— Marketing  Memo,  100.020 

System  location:  Regional  Headquarters 

Categories  of  individuals  covered  by  the  system:  USPS  Central  Re¬ 
gion  Customer  Service  Representatives,  District  Managers,  District 
Directors  of  Customer  Services,  Sectional  Center  Director  of 
Customer  Services,  Regional  Sales  Division,  BMC  General 
Managers  and  Customer  Engineers. 

Categories  of  records  in  the  system:  Name  and  address  of  em¬ 
ployees  receiving  newsletter 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401,  1001 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  distribute 
on  a  sales  and  marketing  newsletter  to  Postal  Service  Marketing 
employees. 

Use— May  be  disclosed  to  the  Office  of  Management  and  Budget 
in  connection  with  the  review  of  private  relief  legislation  as  set 
forth  in  OMB  Circular  No.  A019  at  any  stage  of  the  legislative 
coordination  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Addressograph  plates. 

Retrievability:  Employee  name. 

Safeguards:  Information  in  this  system  of  records  is  maintained  in 
closed  file  cabinets  in  secured  facility. 

Retention  and  disposal:  Information  in  this  system  is  maintained 
only  for  as  long  as  it  is  current  and  then  is  disposed  of  by  usual 
means. 

System  managers)  and  address:  APMG,  Customer  Services  De¬ 
partment,  Headouarters 

Notification  procedure:  Employees  wishing  to  know  whether  in¬ 
formation  about  them  is  maintained  in  this  system  of  records 
should  address  inquiries  to  the  head  of  the  facility  where  they  are 
employed. 

Record  access  procedures:  See  ‘NOTIFICATION*  above. 

Contesting  record  procedures:  Siee  ‘NOTIFICATION*  above. 

Record  source  categories:  Information  in  this  system  is  obtained 
from  in-house  listings  of  employees  in  marketing  positions. 

Notification  procedure:  00.030 

System  name:  Office  Administration  -  Pre-Paid  Pass  Program  -  Mas¬ 
sachusetts  Bay  Transit  Authority  (MBTA),  100.030 

System  location:  Boston  Post  Office 

Categories  of  individuals  covered  by  the  system:  USPS  Employees 
in  the  Boston  Post  Office  who  volunteered  to  join  the  Mas¬ 
sachusetts  Bay  Transit  Authority  pre-paid  pass  program  to  ride  the 
busses  and  subways  in  Boston. 

Categories  of  records  in  the  system:  Records  information  consists 
of  names,  addresses,  plan  number  and  amount  of  monthly  deduc¬ 
tions. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  <d  such  uses:  Purpose — To  provide  a 
list  of  those  employees  participating  in  the  pre-paid  plan,  to  identify 
which  plan  and  the  amount  of  payroll  deduction. 

Use— 

1.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal,  or  regulatory  in  nature, 
to  the  appropriate  agency,  whether  Federal,  State,  or  local,  charged 
with  the  responsibility  of  investi^ting  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation,  or  order  issued  pursuant  thereto. 


2.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  orivate  relief  legislation  as  set  forth 
in  OMB  Circular  No.  A-19  at  any  stage  of  the  legislative  coordina¬ 
tion  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  is  kept  on  magnetic  tape,  punched  cards, 
pre-printed  forms  and  computer  printouts. 

Retrievability:  Information  is  retrieved  on  employee’s  Social 
Security  Number. 

Safeguards:  Information  is  protected  by  computer  center  physical 
security. 

Retention  and  disposal:  Computerized  records  and  hard  copy 
records  are  retained  for  two  years  then  destroyed  by  scratching  or 
shredding. 

System  managers)  and  address:  Postmaster,  Boston,  MA 

Notification  procedure:  Name  and  Social  Security  Number 

Record  access  procedures:  Write  or  contact  ‘SYSTEM 
MANAGER*  above. 

Contesting  record  procedures:  Write  or  contact  ‘SYSTEM 
MANAGER*  above. 

Record  source  categories:  Information  in  this  system  of  records  is 
obtained  from  the  applicant. 

USPS  100.040 

System  name:  Office  Administration — Response  to  General  Services 
Administration  (GSA)  Basic  Order  Agreement  (BOA)  Solicita¬ 
tions,  100.040 

System  location:  Management  Information  Systems  Denartment, 
USPS  Headquarters 

Categories  of  individuals  covered  by  the  system:  Contractor  per¬ 
sonnel  skilled  and  exnerienced  in  information  systems. 

Categories  of  records  in  the  system:  Personnel  and  professional 
resumes  together  with  statements  of  comoany  caoabilities  and 
rates. 

Authority  for  maintenance  of  the  system:  39  U  S.C.  401 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  provide 
postal  managers  with  information  on  the  skills,  exoerience  and  edu¬ 
cation  of  contractor  personnel  so  that  a  selection  maV  be  made  to 
fill  a  specific  job. 

Use — May  be  disclosed  to  the  Office  of  Management  and  Budget 
in  connection  with  the  review  of  private  relief  legislation  as  set 
forth  in  OMB  Circular  No.  A-19  at  any  stage  of  the  legislative  coor¬ 
dination  and  clearance  orocess  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  original  typed,  printed  or  handwritten  form. 

Retrievability:  Filed  by  employee  name  and  organized  by  contrac¬ 
tor. 

Safeguards:  Records  are  maintained  in  closed  filing  drawers 
within  a  secured  facility. 

Retention  and  disposal:  Records  are  maintained  through  the 
length  of  the  contract,  non-selected  companies  and  individuals  may 
be  retained  if  under  consideration  for  future  contracts.  Destroyed 
by  shredding. 

System  managerfs)  and  address:  APMG,  Management  Information 
Systems  Department,  Headquarters 

Notification  procedure:  Individuals  wishing  to  know  whether  in¬ 
formation  about  them  is  maintained  in  this  system  of  records 
should  address  inquiries  to  the  above  SYSTEM  MANAGER.  Inoui- 
ries  should  contain  full  name  and  the  name  of  the  company  that  has 
bid  his/her  services. 

Record  access  procedures:  See  ‘SYSTEM  MANAGER*  above. 

Contesting  record  procedures:  See  ‘SYSTEM  MANAGER*  above. 

Record  source  categories:  Companies  listed  on  G.S.S.  B.O.A. 
responding  to  solicitations. 

USPS  110.010 

System  name:  Personal  Property  Management— Accountable  Pro¬ 
perty  Records,  110.010 

System  location:  All  USPS  components 

Categories  of  individuals  covered  by  the  system:  Employees  as¬ 
signed  accountable  property. 
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Categories  of  records  in  the  system:  Type  of  equipment  assigned 
and  signature  of  individual. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  provide  a 
record  of  accountable  property  on  hand  and  to  whom  it  has  been 
assigned. 

Use— 

1.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature, 
to  the  appropriate  agency,  whether  Federal,  sLite,  or  local,  charged 
with  the  responsibility  of  investi^ting  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation  or  order  issued  pursuant  thereto. 

2.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  legislation^  as  set  forth 
in  OMB  Circular  No.  A-19  at  any  stage  of  the  legislative  coordina¬ 
tion  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  in  this  system  is  maintained  on  printed 
forms. 

Retrievability:  Indexed  by  equipment  and  employee  name. 

Safeguards:  Physical  security. 

Retention  and  disposal:  As  long  as  individual  is  charged  with 
equipment.  Records  are  returned  to  individual  when  he  is  no  longer 
accountable. 

System  manageris)  and  address:  APMG,  Procurement  and  Supply 
Department,  Headquarters 

Notification  procedure:  Employees  wishing  to  know  whether  in¬ 
formation  about  them  is  maintained  in  this  system  should  address 
inquiries  to  the  Custodian  in  the  facility  where  assignment  was 
made.  Headquarters  employees  should  submit  request  to  the 
SYSTEM  MANAGER. 

Record  access  procedures:  See  NOTIFICATION  above. 

Contesting  record  procedures:  See  NOTIFICATION  above. 

Record  source  categories:  Information  is  obtained  by  the  in¬ 
dividual  to  whom  the  record  pertains. 

USPS  120.020 

System  name:  Personnel  Records— Blood  Bank  Record  System, 
120.020 

System  location:  Health  Units  at  USPS  Facilities;  District  Chap¬ 
ters  of  the  American  Red  Cross. 

Categories  of  individuals  covered  by  the  system:  USPS  employees 
who  volunteer  to  join  the  USPS  Blood  Donor  Program. 

Categories  of  records  in  the  system:  Name,  address,  pay  location 
number,  and  information  as  to  month  they  wish  to  donate  blood. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  provide  the 
USPS  Blood  Donation  Program  with  Blood  Bank  information  so 
that  donors  can  be  spread  throughout  the  year  in  their  donation. 

Use— 

1.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  legislation  as  set  forth 
in  OMB  Circular  No.  A-19  at  any  stage  of  the  legislative  coordina¬ 
tion  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  in  this  system  is  meuntained  on  magnetic 
tape,  punched  cards,  preprinted  forms  and  computer  printed  re¬ 
ports. 

Retrievability:  Employee’s  name  and  social  security  number. 

Safeguards:  Maintained  in  closed  file  cabinets  in  secured  facili¬ 
ties. 

Retention  and  disposal:  These  records  are  retained  for  a  period  of 
two  years  and  then  destroyed  by  shredding  euid  automatic  deletion 
in  the  case  of  computer  information. 

System  numageris)  and  address:  APMG,  Employee  Relations  De¬ 
partment,  Headqitarters 

Notification  procedure:  Employees  wishing  to  know  whether  in¬ 
formation  about  them  is  maintained  in  this  system  of  records 
should  address  inquiries  to  the  head  of  the  facility  where  employed. 


Headquarters  employees  should  submit  requests  to  the  SYSTEM 
MANAGER.  Inquiries  should  contain  full  name  and  social  security 
number. 

Record  access  procedures:  See  NOTIFICATION  above. 

Contesting  record  procedures:  See  NOTIFICATION  above. 

Record  source  categories:  Information  is  obtained  from  the  in¬ 
dividual. 

USPS  120.030 

System  name:  Personnel  Records — Contract  Employee  Assignment 
Records,  120.030 

System  location:  Logistics  Department,  Headquarters;  Regional 
Offices,  Sectional  Centers;  Bulk  Mail  Centers,  Post  Offices. 

Categories  of  imlividuals  covered  by  the  system:  Persons  under 
contract  with  the  USPS. 

Categories  of  records  in  the  system:  Name  and  social  security 
number. 

Authority  for  nuiintenance  of  the  system:  39  U.S.C.  401 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  ascertain 
employees  having  an  assignment  requiring  access  to  mail  or  postal 
premises  under  contract  with  the  USPS. 

Use— 

1.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature, 
to  the  appropriate  agency,  whether  Federal,  State,  or  local,  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation,  or  order  issued  pursuant  thereto. 

2.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  legislation  as  set  forth 
in  OMB  Circular  No.  A-19  at  any  stage  of  the  legislative  coordina¬ 
tion  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Original  typed,  printed  or  handwritten  form. 

Retrievability:  Name  of  contract  employee. 

Safeguards:  Retained  in  locked  file  cabinets  by  Administrative 
Official, 

Retention  and  disposal:  Contract  records  are  maintained  for  the 
life  of  the  contract.  Upon  expiration  of  the  contract,  the  records 
are  held  one  year  and  then  destroyed  by  shredding. 

System  manageris)  and  address:  APMG,  Logistics  Department, 
Headquarters 

Notification  procedure:  Contractors  wishing  to  know  whether  in¬ 
formation  about  them  is  maintained  in  this  system  of  records 
should  address  inquiries  to  the  head  of  the  Regional  Office  where 
employed.  Inquiries  should  contain  full  name  and  region  where  em¬ 
ployed.  Headquarters  contractors  should  submit  requests  to  the 
SYSTEM  MANAGER. 

Record  access  procedures:  See  NOTIFICATION  above. 

Contesting  record  procedures:  See  NOTIFICATION  above. 

Record  source  categories:  Information  is  obtained  from  the  con¬ 
tractor. 

USPS  120.033 

System  name:  Personnel  Records — Contractor  Employee  Finger¬ 
print  Records 

System  location:  Logistics  Department.  Headquarters;  Regional 
Headquarters;  Sectional  Centers;  Bulk  Mail  Centers,  Post  Offices. 

Categories  of  individuals  covered  by  the  system:  Persons  under 
contract  with  the  USPS. 

Categories  of  records  in  the  system:  Name  and  social  security 
number,  fingerprints. 

Authority  for  nuiintenance  of  the  system:  39  U.S.C.  401 

Routine  uses  of  records  maintained  fca  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  provide  in¬ 
formation  to  the  Contracting  Officer  with  regard  to  the  USPS 
screening  procedures  if  a  contractor  employee  has  had  a  previous 
arrest  record. 

Use — 

1.  An  USPS  fingerprint  charts  are  sent  to  the  Federal  Bureau  of 
Investigations. 
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2.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  legislation  as  set  forth 
in  OMB  Circular  No  A-19  at  any  stage  of  the  legislative  coordina¬ 
tion  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  original  typed,  printed  or  handwritten  form. 

Retrievability:  Contractor  employee  name. 

Safeguards:  Maintained  in  locked  file  cabinets  by  Administrative 
Officials. 

Retention  and  disposal:  Records  are  kept  until  employee  leaves 
employment  of  USPS  and  then  destroyed  one  year  later  by 
shredding. 

System  managers)  and  address:  APMG,  Logistics  Department, 
Headquarters 

Notification  procedure:  Inquiries  should  be  addressed  to  the  Re¬ 
gional  Postmaster  General  within  the  region  where  employed.  Inqui¬ 
ries  should  contain  full  name  and  social  security  number. 

Record  access  procedures:  See  NOTIFICATION  above. 

Contesting  record  procedures:  See  NOTIFICATION  above. 

Record  source  categories:  Contractor  employed  by  the  USPS. 

USPS  120.035 

System  name:  Personnel  Records — Employee  Accident  Records, 
120.035 

System  location:  USPS  Headquarters,  Employee  Relations  De¬ 
partment;  Regional  Headquarters;  District  Offices;  Sectional  Cen¬ 
ters;  Post  Offices;  Bulk  Mail  Centers;  Postal  Data  Centers. 

Categories  of  individuals  covered  by  the  system:  All  postal  em¬ 
ployees  that  have  an  accident  that  involves 

100  or  more  damage  and/or  an  occupational  injury  or  illness. 

Categories  of  records  in  the  system:  Name,  address,  age,  sex  and 
type  of  accident. 

Authority  for  maintenance  of  the  system:  Public  Laws  91-5%  and 
94-82,  Executive  Orders  11807 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  provide 
data  for  analytical  studies. 

Use — 

1.  USPS  safety  and  health  officers  and  personnel  in  the  course  of 
their  inspections. 

2.  To  furnish  the  US  Department  of  Labor  with  serious  accident 
reports,  information  to  reconcile  claims  filed  with  the  Office  of 
Worker’s  Compensation,  and  quarterly  and  annual  summaries  of 
occupational  injuries  and  illnesses;  and  to  make  information  availa¬ 
ble  to  the  Secretary  of  Labor  upon  his  request. 

3.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature, 
to  the  appropriate  agency,  whether  Federal,  State,  or  local,  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulOation  or  order  issued  pursuant  thereto. 

4.  To  a  court,  party,  orcounsel  for  a  party,  to  litigation  involving 
accident  or  to  which  it  is  relevant  or  to  persons  insurance  compa¬ 
nies  or  counsel  for  the  foregoing  settlement  or  attempting  to  settle 
claims  involving  the  accident. 

5.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  legislation  as  set  forth 
in  OMB  Circular  No.  A-19  at  any  stage  of  the  legislative  coordina¬ 
tion  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  in  this  system  is  maintained  on  index  cards, 
magnetic  tape,  preprinted  forms  and  computer  print-outs. 

Retrievability:  Employee  name  and  social  security  number. 

Safeguards:  Maintained  in  closed  file  cabinets  within  secured 
facilities. 

Retention  and  disposal:  Records  are  maintained  for  five  years  fol¬ 
lowing  the  end  of  the  calendar  year  to  which  they  relate. 

System  managerfs)  and  address:  APMG,  Employee  Relations  De¬ 
partment,  Headquarters. 

Notification  procedure:  Employees  wishing  to  know  whether  in¬ 
formation  about  them  is  maintained  in  this  system  of  records 
should  address  inquiries  to  the  head  of  the  facility  where  employed. 


Headquarters  employees  should  submit  requests  to  the  SYSTEM 
MANAGER.  Inquiries  should  contain  fuU  name,  address,  finance 
number  and  soci^  security  number. 

Record  access  procedures:  See  NOTIFICATION  above. 

Contesting  record  procedures:  See  NOTIFICATION  above. 

Record  source  categories:  USPS  Accident  Reports 
USPS  120.036 

System  name:  Personnel  Records — Employee  Discipline,  Grievance 
and  Appeals  Records,  120.036 

System  location:  All  postal  facilities 

Categories  of  individuals  covered  by  the  system:  Records  are  main¬ 
tained  on  non-bargaining  unit  employees  in  the  Postal  Service  (PS), 
Postal  Man^ement  Salary  (PMS),  Postal  Executive  Salary  (PES) 
(except  officers)  and  Fourth-Class  Salary  (FCS)  Schedules,  who 
have  completed  six  months  of  continuous  service  in  the  U.  S. 
Postal  Service  or  a  minimum  of  twelve  months  of  combined  ser¬ 
vice,  without  break  of  a  work  day,  in  positions  in  the  same  line  of 
work  in  the  Civil  Service  and  the  Postal  Service,  unless  any  part  of 
such  service  was  pursuant  to  a  temporary  appointment  in  the  com¬ 
petitive  service  with  a  definite  time  limitation. 

Categories  of  records  in  the  system:  Notice  to  employee  of 
proposed  action,  reply  to  notice,  summary  of  oral  reply,  employee 
notice  of  grievance,  employee  notice  of  appeal,  records  of  hearing 
proceedings,  appeal  decisions  from  inst^ation  head,  region  or 
Headquarters,  notice  of  action,  investigative  reports  and  related 
records. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  1001 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — Provides  a 
grievance  and  appeal  procedure  for  an  employee,  not  subject  to  the 
provisions  of  a  collective  bargaining  agreement,  who  alleges  that 
his  rights  regarding  compensation,  benefits,  or  other  terms  and  con¬ 
ditions  of  employment  have  been  adversely  affected.  Use — 

1 .  To  respond  to  a  request  from  a  member  of  Congress  regarding 
the  status  of  an  appeal,  complaint  or  grievance. 

2.  To  respond  to  a  court  subpoena  and/or  refer  to  a  court  in  con¬ 
nection  with  a  civil  suit. 

3.  To  adjudicate  an  appeal,  complaint,  or  grievance. 

4.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature, 
to  Postal  Inspection  Service,  or  to  the  appropriate  agency,  whether 
Federal,  State,  or  local,  charged  with  the  responsibility  of  in¬ 
vestigating  or  prosecuting  such  violation  or  charged  with  enforcing 
or  implementing  the  statute,  rule,  regulation  or  order  issued  pur¬ 
suant  thereto. 

5.  To  request  information  from  a  Federal,  state  or  local  agency 
maintaining  civil,  criminal,  or  other  relevant  enforcement  or  other 
pertinent  information,  such  as  licenses,  if  neccessary  to  obtain  rele¬ 
vant  information  to  an  agency  decision  concerning  the  hiring  or  re¬ 
tention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant,  or  other 
benefit. 

6.  To  provide  information  or  disclose  to  a  Federal  agency,  in 
response  to  its  request,  in  connection  with  the  hiring  or  retention  of 
an  employee,  the  letting  of  a  contract,  or  issuance  of  a  license, 
grant,  or  other  benefit  by  the  requesting  agency  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  requesting  agency’s 
decision  on  that  matter. 

7.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
coimection  with  the  review  of  private  relief  legislation  as  set  forth 
in  OMB  Circular  No.  A-19  at  any  stage  of  the  legislative  coordina¬ 
tion  and  clearance  process  as  set  forth  in  that  Circular. 

8.  Records  from  the  employee  file  will  be  disclosed  to  the 
Federal  Employees  Appeals  Authority  Office  of  the  Civil  Service 
Commission  for  action  on  Veterans  Preference  Appeals. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  in  this  system  is  maintained  on  paper  in  the 
form  of  letters,  forms,  notices.  In  some  instances,  records  of  hear¬ 
ing  proceedings  are  on  magnetic  tape. 

Retrievability:  Employee  name 

Safeguards:  Records  are  kept  in  locked  filing  cabinets  or  secured 
record  storage  rooms  and  are  available  only  to  authorized  officials. 

Retention  and  disposal:  Appeal  records  are  kept  for  two  years 
after  close  of  file.  All  others  are  kept  one  year  after  close  of  file. 
Records  me  destroyed  by  shredding. 
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System  manageKs)  and  address:  APMG,  Employee  Relations  De¬ 
partment.  Headquarters 

Notification  procedure:  Field  employees  must  submit  a  written 
request  to  the  head  of  the  field  installation  where  the  action  was  in¬ 
itiated.  Headquarters  employees  must  submit  a  written  request  to 
the  System  Manager.  He  may  also  request  permission  to  listen  to  or 
record  tape  recordings  of  hearings.  This  must  be  done  in  the 
presence  of  a  postal  official.  He  must  identify  himself  to  the 
satisfaction  of  official  authorized  to  aoprove  request. 

Record  access  procedures:  See  ‘NOTIFICATION*  above. 

Contesting  record  procedures:  See  ‘NOTIFICATION*  above. 

Record  source  categories:  Employee  initiating  grievance,  em¬ 
ployee’s 

Record  source  categories:  Employee  initiating  actions,  employee’s 
supervisors,  management,  complainging  customer,  law  enforcement 
agencies,  and  others. 

USPS  120.038 

System  name:  Employee  Bicentennial  Awards  List,  120.038 

System  location:  Customer  Services  Department,  Headquarters 

Categories  of  individuals  covered  by  the  system:  U.  S.  Postal  Ser¬ 
vice  employees  nominated  for  Bicentennial  award. 

Categories  of  records  in  the  system:  Employee's  name,  wotic  loca¬ 
tion,  supervisor  and  involvement  in  the  Bicentennial. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  403,  404 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  verify 
bicentennial  involvement  and  to  notify  supervisor.  Use — None 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Original  letters  in  files. 

Retrievability:  Employee  name. 

Safeguards:  Normal  physical  security  with  access  limited  to  those 
members  of  the  Bicentennial  Branch. 

Retention  and  disposal:  Three  years,  then  destroyed  by  shredding 
or  burning. 

System  managerls)  and  address:  APMG,  Customer  Services  De¬ 
partment.  Headquarters 

Notification  procedure:  Inquiries  should  be  addressed  to  the 
SYSTEM  MANAGER  as  shown  above,  providing  the  employee’s 
name  and  state. 

Record  access  procedures:  See  ‘NOTIFICATION*  above. 

Contesting  record  procedures:  See  ‘NOTIFICATION*  above. 

Record  source  categ-jries:  Bicentennial  groups  and  Postal  Service 
employees. 

USPS  120.04<> 

System  name:  Personnel  Records — Employee  Job  Biddinq  System, 
120.040 

System  location:  Employee  Relations  Department,  Headouarters, 
Regional  Headquarters,  District  Offices,  Sectional  Centers,  Post 
Offices,  Postal  Data  Centers 

Categories  of  individuals  covered  by  the  system:  Employees  who 
have  made  a  ‘Bid  for  Preferred  Assignment*  with  the  USI^. 

Categories  of  records  in  the  system:  Knowledge  of  schemes,  va- 
eant  position  characteristics,  seniority  of  the  employee,  level  of  the 
oltodidate,  and  craft. 

lUhlbority  for  maintenance  of  the  system:  39  U.S.C.  1001,  1206 

uses  of  records  maintained  in  the  system,  including  catego- 
users  and  the  purposes  of  such  uses:  Purpose — To  provide  Uie 
'^Mfiee  of  Personnel  widi  fair  and  impartial  information  to  match 
fheant  position  to  the  most  qualified  candidate. 

Hf  pKyvide  information  for  offical  bulletin  boards  and  release 
employee  organizations. 

-2.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  legislation  ais  set  forth 
in  OMB  Circular  No.  A-19  at  any  stage  of  the  legislative  coordina¬ 
tion  and  clearance  process  as  set  forth  in  that  Circular. 

Polkics  and  practkxs  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  stored  on  magnetic  tape,  punched  cards, 
pre-printed  forms  and  computer  printed  reports. 


Retrievability:  This  system  is  indexed  by  employee  name  and  So¬ 
cial  Security  Number. 

Safeguards:  Con^uter  center  access  control  and  limitation  within 
offices  to  those  employees  maintaining  the  system. 

Retention  and  disposal:  Computer  records  are  saved  two  years, 
then  automatically  deleted.  Paper  records  are  kept  six  months  after 
a  vacancy  is  fiUed,  then  destroyed.  Some  records  are  retained  until 
employee  separation. 

System  inanager(s)  and  address:  APMG,  Employee  Relations  De¬ 
partment,  Headquarters 

Notification  procedure:  The  employee  should  state  the  position  of 
bid  and  identify  himself  with  n^une,  Social  Security  Number,  clos¬ 
ing  date  of  the  bid  notice,  and  forward  this  information  to  the  head 
of  the  facility  where  employed.  Headquarters  employees  should 
submit  requests  to  the  System  Manager. 

Record  access  procedures:  See  ‘NOTIFICATION*  above. 

Contesting  record  procedures:  See  ‘NOTIFICATION*  above. 

Record  source  categories:  Employee  personnel  data,  scheme 
knowledge,  qualifications  of  the  job  and  of  the  candidate,  success¬ 
ful  bidders  notices  from  vacant  duty  assignment  postings. 

USPS  120.050 

System  name:  Personnel  Records — Employee  Suggestion  Control, 
120.050 

System  location:  USPS  Headquarters,  Regional  Headquarters, 
Post  Offices,  Bulk  Mail  Centers,  Postal  Data  Centers 

Categories  of  individuals  covered  by  the  system;  USPS  employees 

Categories  of  records  in  the  system:  Name  of  employee,  employee 
number,  employment  location,  suggestion  number,  subject,  and 
decision.  If  adopted,  estimate  of  benefits  and  recognition  granted. 

Authority  for  maintenance  of  the  system:  Chapter  45  of  Title  5, 
U.S.C. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses;  Purpose — To  provide  a 
source  of  data  on  individual  performance  which  is  often  one  factor 
in  identifying  nominees  for  other  individual  recognitions  including 
case  awards.  This  information  also  provides  data  on  the  effective¬ 
ness  of  the  program  which  is  summarized  in  an  Annual  Report. 

Use — May  be  disclosed  to  the  Office  of  Management  and  Budget 
in  connection  with  the  review  of  private  relief  legislation  as  set 
forth  in  OMB  Circular  No.  A-19  at  any  stage  of  the  legislative  coor¬ 
dination  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Information  in  this  system  is  maintained  on  printed 
forms  and  on  magnetic  tape. 

Retrievability:  Employee  name,  region  where  employed,  pay  lo¬ 
cation,  and  district. 

Safeguards:  This  information  is  maintained  in  file  cabinets  in 
secured  facilities. 

Retention  and  disposal:  Information  in  this  system  is  retained  for 
two  years  and  then  destroyed  by  shredding  and  automatic  deletions 
for  computer  tapes. 

System  managerCs)  and  address:  APMG,  Employee  Relations  De¬ 
partment,  Headquarters 

Notification  procedure:  Employees  wishing  to  know  whether  in¬ 
formation  about  them  is  maintained  in  this  system  of  records 
should  contact  the  head  of  the  facility  where  employed.  Headquar¬ 
ters  employees  should  submit  requests  to  the  System  Manager. 

Record  access  procedures:  See  ‘NOTIFICATION*  above. 

Contesting  record  procedures:  See  ‘NOTIFICATION*  above. 

Record  source  categories:  Information  is  obtained  from  the  in¬ 
dividual  making  the  suggestion. 

USPS  120.060 

System  name:  Personnel  Records — Employement  and  Financial  In¬ 
terest  Records,  120.060 

System  location:  Law  Department,  Headquarters,  Offices  of  As¬ 
sociate  Ethical  Conduct  Officers  at  Headquarters,  Regional 
Headquarters,  and  Postal  Data  Centers 

Categories  of  individuals  covered  by  the  system:  USPS  employees 
in  levels  22  and  above  and  Special  Employees  as  determined  by 
criteria  estaUished  in  Executive  Order  11222  as  implemented  by 
Postal  Service  regulations,  vix.,  39  C.F.R.  447 .4Ka). 
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Cateforkt  of  records  in  the  system:  Employee  name,  title,  salary, 
date  of  appointment  to  present  position;  list  of  organizations  in 
which  employee  has  a  financial  interest,  types  of  indebtedness,  in¬ 
terest  in  property. 

Authority  for  maintenance  of  the  system:  Executive  Orders  11222 
and  11590 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose— To  review  a 
statement  by  designated  Postal  Service  officials  for  oossible  con¬ 
flicts  of  interest. 

Use— 

1.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  legislation  as  set  forth 
in  OMB  Circular  No.  A-19  at  any  stage  of  the  legislative  coordina¬ 
tion  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Original  preprinted  forms. 

Retrievability:  Records  are  filed  by  name  of  employee,  but  or¬ 
ganized  according  to  organizational  components. 

Safeguards:  Records  are  kept  in  locked  safe  and  access  is  limited 
to  designated  Postal  Service  officials  on  need-to-know  basis. 

Retention  and  disposal:  Records  are  maintained  for  as  long  as  em¬ 
ployee  is  subject  to  reporting  requirements  and  for  two  years 
thereafter.  They  are  destroyed  by  shredding. 

System  managerfs)  and  address:  APMG,  Employee  Relations  De¬ 
partment,  Headquarters 

Notification  procedure:  Employees  wishing  to  gain  access  to  in¬ 
formation  pertaining  to  them  should  direct  inquiries  to  the  head  of 
the  facility  where  employed.  Headquarters  employees  should  sub¬ 
mit  requests  to  the  SYSTEM  MANAGER.  Inquiries  should  contain 
full  name  and  place  of  employment. 

Record  access  procedures:  See  NOTIFICATION  above. 

Contesting  record  procedures:  See  NOTIFICATION  above. 

Record  source  categories:  Information  submitted  by  individual  em¬ 
ployee  on  PS  Form  2417  and  2418. 

USPS  120.070 

System  name:  Personnel  Records — General  Personnel  Folders 
(Official  Personnel  Folder  and  records  related  thereto),  120.070 

System  location:  Personnel  offices  Of  all  USPS  facilities;  St. 
Louis  Personnel  Records  Center;  Civil  Service  Commission 

Categories  of  individuals  covered  by  the  system:  USPS  employees. 

Categories  of  records  in  the  system:  Applications,  resumes, 
promotion/salary  changes  and  other  Personnel  actions,  letters  of 
recommendation  and  all  information  relative  to  Federal  employe- 
ment  including  pre-postal  employment  and  current  postal  employ¬ 
ment  history. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  1001 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — Used  by  ad¬ 
ministrators  in  Personnel  Offices  and  by  individual  employee  super¬ 
visors  to  perform  routine  personnel  functions. 

Use — 

1.  To  provide  information  to  a  prospective  employer  of  a  USPS 
employee  or  former  USPS  emoloyee. 

2.  To  provide  data  for  the  automated  Central  Personnel  Data  File 
CPDF,  maintained  by  U.S.  Civil  Service  Commission. 

3.  To  provide  statistical  reports  to  Congress,  agencies,  and  the 
public  on  characteristics  pf  the  USPS  work  force. 

4.  To  provide  information  or  disclose  to  a  Federal  agency,  in 
response  to  its  request,  in  connection  with  the  hiring  or  retention  of 
an  employee,  the  letting  of  a  contract,  or  issuance  of  a  license, 
grant,  or  other  benefit  to  the  extent  that  the  information  is  relevant 
and  necessary. 

5.  To  request  information  from  a  Federal,  State,  or  local  agency 
maintaining  civO,  criminal,  or  other  relevant  enforcement  or  other 
pertinent  information,  such  as  licenses,  if  necessary  to  obtain  rele¬ 
vant  information  or  other  pertinent  information  to  a  decision  con¬ 
cerning  the  hiring  or  retention  of  an  employee,  the  issuance  of  a 
security  clearance,  the  lettir^  of  a  contract,  or  the  issuance  of  a 
license,  grant,  or  other  benefit. 

6.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal,  or  regulatory  in  nature, 
to  the  appropriate  agency,  whether  Federal,  State,  or  local,  charged 


with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation,  or  order  issued  pursuant  thereto. 

7.  To  provide  data  for  the  compilation  of  a  local  seniority  list  that 
is  used  by  management  to  make  decisions  pertaining  to  appoint¬ 
ment  and  assignments  among  craft  personnel.  The  list  is  posted  in 
local  facilities  where  it  may  be  reviewed  by  USPS  employees. 

8.  Transfer  to  the  CSC  upon  retirement  of  an  employee  for 
processing  retirement  benefits. 

9.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  legislation  as  set  forth 
in  OMB  Circular  No.  A-19  at  any  stage  of  the  legislative  coordina¬ 
tion  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  files,  preprinted  forms.  Official  Personnel  Folders. 

Retrievability:  Employee  name  and  location  of  employment. 

Safeguards:  Folders  are  maintained  in  locked  cabinets  to  which 
only  authorized  personnel  have  access. 

Retention  and  disposal:  Maintained  until  employee  is  separated, 
then  portions  are  sent  to  the  Federal  Records  Center,  St.  Louis  for 
processing  and  storage.  Folders  for  employees  who  transfer  to 
other  Federal  agencies  are  sent  to  the  agency  where  employee  is  re¬ 
employed. 

System  manager(s)  and  address:  APMG,  Employee  Relations  De¬ 
partment,  Headquarters. 

Notification  procedure:  Employees  wishing  to  gain  access  to  their 
Official  Persotmel  Folders  should  inquire  to  the  facility  head  where 
employed.  Headquarters  employees  should  submit  requests  to  the 
SYSTEM  MANAGER. 

Record  access  procedures:  See  NOTIFICATION  above. 

Contesting  record  procedures:  See  NOTIFICATION  above. 

Record  source  categories:  Employee,  references,  and  past  em¬ 
ployers. 

USPS  120.080 

System  name:  Personnel  Records — Master  Minority  File  Records, 
120.080 

System  location:  Employee  Relations  Department,  Headquarters 
and  Postal  Data  Centers. 

Categories  of  individuals  covered  by  the  system:  All  USPS  em¬ 
ployees. 

Categories  of  records  in  the  system:  The  file  contains  the  Minority 
Designation  Code,  date  of  birth,  and  social  security  Numbers  of  all 
USPS  employees. 

Authority  for  maintenance  of  the  system:  42  U.S.C.  2000e-16,  Ex¬ 
ecutive  Orders  11478  and  11590 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  provide  the 
USPS  Office  of  Equal  Employment  Opportunity  with  minority 
statistics  as  required. 

Use — 

1.  May  be  disclosed  to  the  Office  of  Managment  and  Budget  in 
connection  with  the  review  of  private  relief  legislation  as  set  forth 
in  OMB  Circular  No.  A-19  at  any  stage  of  the  legislative  coordina¬ 
tion  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tapes 

Retrievability:  Employee’s  social  security  number.. 

Safeguards:  Computer  Password  authentication  and  physical 
security. 

Retention  and  disposal:  Computer  records  are  retained  for  two 
years. 

System  managerts)  and  address:  APMG,  Employee  Relations  De¬ 
partment 

Notification  procedure:  Employees  wishing  to  know  whether  in¬ 
formation  about  them  is  maintained  in  this  system  of  records 
should  address  inquiries  to  the  SYSTEM  MANAGER.  Inquiries 
should  contain  full  name  and  social  security  number. 

Record  access  procedures:  See  NOTIFICATION  above. 

Contesting  record  procedures:  See  NOTIFICATION  above. 

Record  source  categories:  Information  is  obtained  from  the  em¬ 
ployee. 
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USPS  120.090 

Syiton  Banie:  Personnel  Records — Medical  Records,  120.090 

System  locatioB:  Personnel  Office  of  employing  facility  for 
present  employee  records,  and  the  National  Personnel  Records 
Center,  St.  Louis,  MO  63118  for  former  employee  records. 

Categories  of  individuals  covered  by  the  system:  USPS  employees 
present  and  former. 

Categories  of  records  in  the  system:  Name,  address,  and  pertinent 
medical  information,  i.e.,  history,  findings,  diagnosis,  and  treat¬ 
ment. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401 ,  1001 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  process 
medical  records  which  are  kept  on  each  postal  employee. 

Use— 

1.  Information  in  these  records  is  provided  to  the  Civil  Service 
Commission  and  is  used  to  make  the  following  determinations: 

a.  Veterans  Preference 

b.  Disability  retirement 

c.  Postal  ServKe  seniority 

d.  Disabled  child 

e.  Competency 

f.  ‘Insurable  interest*  survivor  armuity  elections 

g.  Health  benefit  eligibUity 

h.  Disputed  health  benefit  claim  validity 

i.  Suitability  for  employment  or  continued  employrrtent  of  in¬ 
dividuals 

j.  Benefit  entitlement 

k.  Medical  Counseling 

2.  Information  in  these  records  may  be  provided  to  officials  of 
other  Federal  agencies  responsible  for  other  Federal  benefit  pro¬ 
grams  administered  by: 

a.  Office  of  Workmen  Compensation  Programs 

b.  Retired  Military  Pay  Centers 

c.  Veterans  Administration 

d.  Social  Security  Administration 

e.  Specific  private  contractors  engaged  in  providing  benefits 
under  Federal  contracts. 

3.  Information  in  these  records  is  used  or  a  record  may  also  be 
used: 

a.  to  refer,  where  there  is  an  indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  to 
the  appropriate  agency,  whether  Federal,  State,  or  local,  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation  or  order  issued  pursuant  thereto. 

b.  to  request  information  from  a  federal,  state  or  local  agency, 
maintaining  civil,  criminal,  or  other  relevant  enforcement  or  other 
pertinent  information,  such  as  licenses,  if  necessary  to  obtain  rele¬ 
vant  information  to  an  agency  decision  concerning  the  hiring  or  re¬ 
tention  of  an  employee,  the  issuance  of  a  security  clearance',  the 
letting  of  a  contract,  or  the  issuance  of  a  Ucense,  grant  or  other 
benefit. 

c.  To  provide  information  or  disclose  to  a  Federal  agency,  in 
response  to  its  request,  in  connection  with  the  hiring  or  retention  of 
an  employee,  the  letting  of  a  contract,  or  issuance  of  a  license, 
grant,  or  other  benefit  by  the  requesting  agency  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  requesting  agency’s 
decision  on  that  matter. 

d.  Used  as  a  record  in  line  of  duty  injury  cases  and  referral  to 
Public  Health  Services,  HEW. 

4.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  legislation  as  set  forth 
in  OMB  Circular  No.  A-I9  at  any  stage  of  the  legislative  coor- 
dinatio*  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiag  of  records  in  the  sytem:  HJPreprinted  forms  and  paper 
files. 

Rctrievability:  Charts  filed  alphabeticaUy  by  name. 

Safegnards:  No  one  sees  recoros  without  employee’s  written  per¬ 
mission. 

Retention  and  disposal:  Records  are  destroyed  the  6th  year  after 
emidoyec  leaves  the  USPS.  All  records  are  shredded  after  sixth 
year. 

System  maaagerfs)  and  address:  APMG,  Employee  Relations  De¬ 
partment,  Headquarters. 


Notification  procedure:  Employee  wishing  to  know  whether  infor¬ 
mation  about  him  is  maintained  in  this  system  of  records  should  ad¬ 
dress  inquiries  to  the  head  of  the  facility  where  employed. 
Headquarters  employees  should  submit  requests  to  the  SYSTEM 
MANAGER.  Inquiries  should  contain  full  name. 

Record  access  proccflures:  See  NOTIFICATION  above. 

Contesting  record  procedures:  See  NOTIFICATION  above. 

Record  source  categories:  USPS  employees  and  medical  staff. 

USPS  120.100 

System  name:  Personnel  Records — Performance  Awards  System 
Records,  120.100 

System  location:  Headquarters  Personnel  Division  and  Inspection 
Service,  and  Inspection  Service  Regional  and  Divisional  Offices; 
District  Offices;  Post  Offices;  Bulk  Mail  Centers;  Postal  Data  Cen¬ 
ters. 

Categories  of  individuals  covered  by  the  system:  USPS  employees. 

Categories  of  records  in  the  system:  Name  of  employee,  ‘mployee 
number,  pay  location,  basis  for  award  and  award  granted. 

Authority  for  maintenance  of  the  syston:  Chapter  45  of  Title  39, 
U.S.C. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  control  and 
measure  the  effectiveness  of  the  Cash  Awards  Program. 

Use— 

1.  infemnation  is  sununarized  and  furnished  to  the  U.S.  Civil  Ser¬ 
vice  Conunission  annually,  to  be  included  in  the  CSC  repent  on  in¬ 
centive  awards  to  the  president. 

2.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
coimection  with  the  review  of  private  relief  leoislation  as  set  forth 
in  OMB  Circular  No.  A-19  at  any  stage  of  the  legislative  coordina¬ 
tion  and  cleararKe  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  staring,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape  and  printed  forms. 

Retrievahility:  Employee  name,  region  where  employed,  pay  lo¬ 
cation  and  district. 

Safeguards:  Physical  security. 

Retention  and  disposal:  Records  are  maintained  for  three  years 
and  then  destroyed  bv  shredding. 

System  numagerfs)  and  address:  APMG,  Employee  Relations  De¬ 
partment,  Headquarters 

Notification  procedure:  Employees  wishino  to  know  whether  in¬ 
formation  about  them  is  maintained  in  this  system  of  records 
should  address  inquiries  to  the  head  of  the  facility  where  employed. 
Headouarters  employees  should  submit  requests  to  the  SYSTEM 
MANAGER.  Inquiries  should  contain  full  name,  and  pay  location. 

Record  access  procedures:  See  NOTIFICATION  above. 

Contesting  reewd  procedures:  See  NOTIFICATION  above. 

Record  source  categories:  Information  is  obtained  in  summary 
printouts  supphed  to  each  r^on  by  Postal  Data  Centers. 

Ua>S  120.110 

System  name:  Personnel  Records — Personnel  Investigations 
Records,  120.110 

System  locatioa:  Personnel  Office  of  all  U.  S.  Postal  Service 
faculties;  USPS  Inspection  Service  National  and  Regional 
Headquarters;  and  CivU  Service  Commission. 

Categories  of  individuals  covered  by  the  system:  Postal  employees 

Categories  of  records  in  the  system:  Information  gathered  through 
investigation  concerning  civilian  criminal  records  and  mUitary  of¬ 
fenses. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  410(b),  1001 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  request  the 
CivU  Service  Commission  to  perform  an  investigation  on  an  em¬ 
ployee  or  contractor. 

Use— 

1.  To  any  agency  from  which  information  is  requested  in  the 
course  of  an  investigation,  to  the  extent  necessary  to  identify  the 
individual,  inform  the  source  of  the  nature  and  purpose  of  the  in¬ 
vestigation,  and  to  identify  the  type  of  information  requested. 

2.  In  the  event  of  an  indication  of  any  violation  or  potential  viola¬ 
tion  of  the  law,  whether  civU,  crimmal,  or  regulatory  in  nature,  and 
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whether  arising  by  statute,  or  by  regulation,  rule  or  order  issued 
pursuant  theretog  the  relevant  records  in  the  system  of  records  may 
be  referred,  as  a  routine  use.  to  the  appropriate  agency,  whether 
Federal,  State,  local  or  foreign,  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforc¬ 
ing  or  implementing  the  statute,  or  rule,  regulation  or  order  issued 
pursuant  thereto;  such  referral  shall  also  include,  and  be  deemed  to 
authorize  (1)  any  and  all  appropriate  and  necessary  uses  of  such 
records  in  a  court  of  law  and  before  an  administrative  board  or 
hearing,  including  referrak  related  to  probation  and  parole  matters, 
and  (2)  such  other  inter-agency  referrals  as  may  be  necessary  to 
carry  out  the  receiving  agency’s  assigned  law  enforcement  duties. 

3.  To  a  Federal  agency,  in  response  to  its  request,  in  connection 
with  the  Getting  of  a  contract,  or  the  issuance  of  a  license,  grant,  or 
other  benefit  by  the  requesting  agency,  to  the  extent  that  the  infor¬ 
mation  is  relevant  and  necessary  to  the  requesting  agency’s  deci¬ 
sion  on  matters. 

4.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  legislation  as  set  forth 
in  OMB  Circular  No.  A-19  at  any  stage  of  the  legislative  coordina¬ 
tion  and  clearance  process  as  set  forth  in  that  Circular. 

Polkks  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytcm: 

Storage:  Information  is  maintained  on  pre-printed  forms. 

Retrievability:  Information  is  indexed  alphabetically  by  name. 

Safeguards:  Information  is  stored  in  locked  file  cabinets  accessi¬ 
ble  to  those  with  an  appropriate  security  clearance. 

Retention  and  disposal:  Records  are  maintained  as  long  as  the  em¬ 
ployee  is  employed  by  the  Postal  Service.  Upon  leaving  the  Postal 
Service,  these  records  are  returned  to  the  Civil  Service  Commis¬ 
sion. 

System  maaager<s)  and  address:  APMG,  Employee  Relations  De¬ 
partment,  Headquarters 

Notification  procedure:  Apply  to  the  head  of  the  postal  facility 
where  employed  giving  name.  Headquarters  employees  should  sub¬ 
mit  requests  to  the  System  Manager. 

Record  access  procedures:  See  ‘NOTIFICATION*  above. 

Contesting  record  procedures:  See  ‘NOTIFICATION’  above. 

Record  source  categories:  Information  collected  is  the  result  of  in¬ 
vestigations. 

Systenu  exempted  from  certain  provisioas  of  the  act:  Reference  39 
CFR  266.9  for  details. 

USPS  120.120 

System  name:  Personnel — Personnel  Research  and  Test  Validation 
Records,  120.120 

System  location:  USPS  National  Test  Administration  Center,  Los 
Angeles,  CA;  USPS  National  and  Regional  Headquarters;  Bulk 
Mail  Centers;  District  Offices;  2md  the  Oklahoma  City  Computer 
Center. 

Categories  of  individuals  covered  by  the  system:  AppUcants  for 
postal  employment  and  USPS  employee  applicants  for  reassignment 
and/or  promotion. 

Categories  of  records  in  the  system:  Computer  scannable  answer 
sheets  which  contain  the  applicants’  identification  information  and 
the  applicants’  answers  to  the  test  questions. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401 ,  101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  provide 
verification  of  the  applicants’  test  score. 

Use— 

1.  Data  are  collected  on  a  project  by  project  basis  and  are  used 
for  the  construction,  analysis,  and  validition  of  written  tests;  for 
research  on  personnel  measurement  and  selection  methods  and 
techniques  and  research  on  personnel  management  practices  such 
as  performance  evaluation  or  productivity.  Routine  use  includes  the 
exchange  of  personnel  records  between  the  Civfl  Service  Conunis- 
sion  and  the  Postal  Service  for  personnel  research  purposes  and  the 
use  of  personal  identifier  such  as  employee  name  to  identify  em¬ 
ployees  included  in  research  studies  that  extend  over  a  period  of 
time  (longitudinal  studies).  No  personnel  decisions  are  made  in  the 
use  of  these  research  records.  Many  data  are  collected  under  condi¬ 
tions  assuring  their  confidentiality.  This  confidentiality  wiU  be  pro¬ 
tected.  Personal  information  in  this  system  of  records  is  used  by 
the  personnel  research  staff  in  the  Civil  Service  Commission  or  the 
U.S.  Postal  Service. 


2.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  wliether  civil,  crimiiud  or  regulatory  in  nature, 
to  the  appropriate  agency,  wdiether  Federal.  State,  or  lo^,  charged 
with  the  respemsibOity  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule,  or 
order  issued  pursuant  thereto. 

3.  To  request  information  from  a  Federal,  State  or  local  agency 
maintaining  civil.  Criminal,  or  other  relevant  enforcement  or  other 
pertinent  information,  such  as  licenses,  if  necessary  to  obtain  rele¬ 
vant  information  to  an  agency  deciskm  concerning  the  hiring  or  re¬ 
tention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit 

4.  To  provide  information  or  disclose  to  a  Federal  agency,  in 
response  to  its  request,  in  coimection  with  the  hiring  or  retention  of 
an  employee,  the  letting  of  a  contract,  or  issuance  of  a  license, 
grant,  or  other  benefit  by  the  requesting  agency  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  requesting  agency’s 
decision  on  that  matter. 

5.  For  litigation  in  a  Federal  court  by  th£  Civil  Service  Commis¬ 
sion  or  an  agency. 

6.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  legislation  as  set  forth 
in  OMB  L^ircular  No.  A-19  at  any  stage  of  the  legislative  coordina¬ 
tion  and  cleararKe  process  as  set  forth  in  that  Circular. 

Polidcs  and  practices  for  staring,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Answer  sheets  in  handwritten  form. 

Retrievability:  This  system  of  records  is  indexed  by  employee 
name,  batch  number  or  ernployee’s  date  of  examination  and  ex¬ 
amination  center  administering  the  examination. 

Safeguards:  These  records  are  maintained  in  closed  file  cabinets 
in  a  secured  facility. 

Retentioa  and  disposal:  These  records  are  maintained  for  six 
months  arKl  then  destroyed  by  shredding. 

System  manageris)  and  address:  APMG,  Employee  Relations  De- 
parttrrent.  Headquarters 

Notification  procedure:  Persons  wishing  to  know  whether  this 
system  of  records  contains  information  on  them  should  address 
inquiries  to  the  head  of  the  Test  Administration  Center  where  they 
were  examined.  Headquarters  employees  should  submit  requests  to 
the  System  Manager.  Inquiries  should  contain  full  name.  Social 
Security  Number,  date  of  examination,  examination  number,  and 
place  of  participation  in  the  examination. 

Record  accen  procedures:  See  ‘NOTIFICATION’  above. 

Contesting  record  procedures:  See  ‘NOTIFICATION’  above. 

Record  source  categories:  Applicants’  test  answers. 

Systems  exempted  from  certain  proviskMis  of  the  act:  Reference  39 
CFR  266.9  for  details. 

USPS  120.130 

System  name:  Personnel  Records — Postmaster  Selection  Program 
Records,  120.130 

System  location:  USPS  Headquarters;  Regional  Headquarters 

Categories  of  individuals  covered  by  the  system:  USPS  emolovees 
desiring  to  be  considered  for  promotion  to  Postmaster  position. 

Categories  of  records  in  the  system:  Name,  address,  date  of  birth, 
soci^  securitv  number,  education  summary,  postal  background, 
other  employment  experience.  Postal  Inspector’s  Investigative 
memorandum,  and  other  pertinent  personal  information. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401,  1(X)1 

Routine  uses  of  records  maintained  hi  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose— To  provide  Re¬ 
gional  Mana’ement  Selection  Board  and  the  National  Management 
Selection  Board  with  fair  and  impartial  information  to  match 
requirements  for  Postmaster  position  to  the  best  qualified  can¬ 
didate. 

Use — 

1.  To  furnish  selection  boards  with  necessary  information  to 
make  Postmaster  selection. 

2.  May  be  disclosed  to  the  Office  of  Mruiagement  and  Budget  in 
connection  with  the  review  of  private  relief  legislation  as  set  forth 
in  OMB  Circular  No.  A-19  at  any  stage  of  the  legislative  coordina¬ 
tion  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 
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Storage:  Printed,  typed  or  handwritten  forms. 

RetrievabUity:  Employee  name  and  Postal  facility  where  em¬ 
ployed. 

Safeguards:  Locked  file  cabinets  in  a  secured  facility. 

RetentfaM  and  disposal;  These  records  are  maintained  for  two 
years  and  then  destroyed  by  shredding. 

System  manageris)  and  address:  APMG,  Employee  Relations  De¬ 
partment,  Headquarters,  contains  information  on  them  should  ad¬ 
dress  inquiries  to  the  Regional  Postmaster  General  in  the  area  of 
vacaiKy  where  application  was  made.  Inquiries  should  contain  full 
name  and  the  Postal  facility  to  which  application  was  made,  title, 
and  place  of  employment. 

Record  acce«  procedures:  See  NOTIFICATION  above. 

Contesting  record  procedures:  See  NOTIFICATION  above. 

Record  source  categories:  Information  is  obtained  from  the  em¬ 
ployee,  postal  background  personnel  data,  and  from  forms 
completed  by  the  employee. 

USPS  120.140 

System  name:  Personnel  Records— Program  for  Alcoholic  Recovery 
(PAR),  120.140 

System  location:  USPS  Headquarters;  Regional  Headquarters. 

Categories  of  individuals  covered  by  the  system:  USPS  employees 
who  volunteer  for  the  Program. 

Categories  of  records  in  the  system:  Number  of  counseling  con¬ 
tacts  and  leave  usage  while  participating  in  the  Program,  name  and 
personal  information  necessary  to  assist  employees  in  a  Program  of 
recovery. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — Counselors 
with  information  to  maintain  caseload  and  follow-up  counseling  of 
individual  under  the  Program. 

Use— 

1.  Used  as  a  management  data  source  for  statistical  reporting  on 
the  Program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Printed  forms  and  paper  files. 

Retrievability:  Employee  name  and  case  number. 

Safeguards:  These  confidential  files  are  maintained  in  locked  file 
cabinets  with  limited  access  to  PAR  personnel  and  in  secured  facili¬ 
ties. 

Retention  and  disposal:  Records  are  maintained  for  two  years 
then  destroyed  by  shedding.  Historical  Case  Record  Card  is  main¬ 
tained  indefinitley. 

System  managerts)  and  address:  APMG,  Employee  Relations 
Dept.,  Headquarters 

Notification  procedure:  Employees  participating  in  the  Program 
should  address  inquiries  to  the  head  of  the  facility  where  participat¬ 
ing  in  the  Program.  Inquiries  should  contain  employees  name  and 
location  of  employment.  Headquarters  employees  should  submit 
requests  to  the  SYSTEM  MANAGER. 

Record  access  procedures:  See  NOTIFICATION  above. 

Contesting  record  procedures:  See  NOTIFICATION  above. 

Record  source  categories:  Employee,  correspondence  from 
hospital  and/or  doctor,  and  USPS  PAR  counselors. 

USPS  120.150 

System  name:  Personnel— Recruiting,  Examining  Training  and 
Placement  Records,  120.150 

System  location:  U.  S.  Postal  Service  persoimel  offices  and/or 
other  offices  within  Postal  Service  facilities  authorized  to  make 
aopointments  to  positions. 

Categories  of  individuals  covered  by  the  system:  Job  applicants. 

Categories  of  records  in  the  system:  Personal  and  professiorud 
resumes,  personal  applications,  test  scores,  academic  transcripts, 
'etters  of  recorrunendation  notes  and  corrunents  from  interviews,  in¬ 
vestigations  and  related  correspondence;  emoloyee  grade,  promo¬ 
tion,  merit  forms,  including  those  for  Management  Associate  and 
Management  Trainee  Programs. 

Authority  for  maintenance  of  the  syston:  39  U.S.C.  401,  1001 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Puipose — To  provide 
managers  and  supervisors  information  in  recruiting  and  recom¬ 
mending  appointment  of  qualified  persons  to  any  grade  level. 

Use — 

1.  To  refer  applicants  to  USPS  officials  for  ourooses  of  con¬ 
sideration  for  placement  in  positions  fcH-  which  an  applicant  has 
aoplied  and  is  Qualified. 

2.  To  exchanqe  or  furnish  information  to  other  employees  or  em¬ 
ployment  reference  services. 

3.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature, 
to  the  aruiropriate  agency,  whether  Federal,  State,  or  local,  charged 
with  the  resnonsibility  of  investigating  or  prosecuting  such  violation 
or  cha^d  with  enforcing  or  implementinq  the  statute,  or  rule, 
regulation  or  order  issued  oursuant  thereto. 

4.  To  request  information  from  a  federal,  state  or  local  agency 
maintaining  civil,  criminal,  or  other  relevant  enforcement  or  other 
pertinent  information,  such  as  licenses,  if  necessary  to  obtain  rele¬ 
vant  information  to  an  agency  decision  concerning  the  hiring  or  re¬ 
tention  of  an  employee,  the  issuance  of  a  srcurity  clearance,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

5.  To  provide  information  or  disclose  to  a  Federal  agency,  in 
response  to  its  reouest,  in  connection  with  the  hiring  or  retention  of 
an  employee,  the  letting  of  a  contract,  or  issuance  of  a  license, 
grant,  or  other  benefit  by  the  requesting  agency  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  requesting  agency’s 
decision  on  that  matter. 

6.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  legislation  as  set  forth 
in  OMB  Circular  No.  A-19  at  any  stage  of  the  legislative  coordina¬ 
tion  and  clearance  orocess  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposi".q  of  records  in  the  sytem: 

Storage:  Paper  files.  Xerox  copies,  index  cards  magnetic  tape, 
punched  cards,  pre-printed  forms,  and  computer  printed  reports. 

Retrievability:  Employee  name  and  social  security  number. 

Safeguards;  Records  are  maintained  in  closed  filing  cabinets 
under  scrutiny  of  designated  managers  within  secured  facilities. 

Retention  and  disposal:  a.  Register  of  eligibles — Transferred  to 
Federal  Records  Center  one  year  after  date  of  termination. 
Destroyed  five  years  after  date  of  termination. 

b.  Index  cards — Destroyed  when  no  longer  needed. 

c.  Cancelled  and  ineligiUe  applications — Destroyed  two  years 
after  date  of  establishment  of  register  or  when  register  is  ter¬ 
minated.  whichever  is  shorter. 

d.  Examination  record  cards — Transferred  to  Federal  Records 
Center  ten  years  after  initiated;  destroyed  five  years  later. 

e.  Inquiries  and  replies  thereto  regarding  availability  for  appoint¬ 
ment — Destroyed  after  pertinent  information  has  been  recorded. 

f.  Certificates  of  transfer  reinstatement  of  change  in  status  of 
Federal  employees — Destroyed  one  year  after  date  of  certificate. 

System  managerts)  and  aildress:  APMG,  Employee  Relations  De¬ 
partment,  Headquarters 

Notificatioa  procedure:  Persons  wishing  to  know  whether  infor¬ 
mation  is  contained  on  them  in  this  system  of  records  should  ad¬ 
dress  inquiries  to  the  head  of  the  facility  to  which  application  was 
made.  Headquarters  employees  should  submit  requests  to  the 
System  Manager.  Inquiries  should  contain  full  name.  Social  Securi¬ 
ty  Number,  and  if  applicable  approximate  date  of  application  sub¬ 
mitted  aiK)  residence. 

Record  access  procedures:  See  ‘NOTIFICATION’  above. 

Contesting  record  procedures:  See  ‘NOTIFICATION’  above. 

Record  source  categories:  Individual,  school  officials,  former  em¬ 
ployers,  supervisors,  named  references,  training  coordinators. 

Systems  exempted  from  certain  provisions  of  the  act:  Reference  39 
CFR  266.9  for  details. 

USPS  120.170 

System  name:  Personnel  Records — Safe  Driver  Award  Records, 
120.170 

System  location:  Motor  Vehicle  Offices  of  Postal  Facilities 

Categories  of  individuals  covered  by  the  system:  USPS  emolovees 
who  are  full-time  drivers  of  postal  vehicles. 
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Categories  of  records  in  the  system:  Contains  employees'  name, 
yearly  Safe  Driver  Awards  and  record  of  anv  accidents  in  which 
employee  is  involved. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  I^ipose — To  provide  in¬ 
formation  for  awarding  Safe  Driver  Awards.  _ 

Use  - 

1.  To  furnish  information  to  the  National  Safety  Council  for 
award  purposes. 

2.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  legislation  as  set  forth 
in  OMB  Circular  No.  A-19  at  any  stage  of  the  legislative  coordinat¬ 
ion  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  maintained  on  index  cards. 

Retrievability:  Filed  alphabetically  by  name  of  employee. 

Safeguards:  Kept  in  closed  file  cabinet  with  limited  access. 

Retention  and  disposal:  Maintained  on  each  full-time  driver  until 
he  retires,  or  otherwise  separates  from  full-time  driving,  and  then 
destroyed  bv  shredding. 

System  managerfs)  and  address:  APMG,  Employee  Relations  De¬ 
partment,  Headquarters 

Notification  procedure:  Employees  wishing  to  know  whether  in¬ 
formation  about  them  is  maintained  in  this  system  of  records 
should  address  inquiries  to  the  head  of  the  facility  where  employed. 
Headquarters  employees  should  submit  the  request  to  the  SYSTEM 
MANAGER  Inquiries  should  contain  full  name. 

Record  access  procedures:  See  NOTIFICATION  above. 

Contesting  record  procedures:  See  NOTIFICATION  above. 

Record  source  categories:  Information  is  obtained  from  the  driver 
and  from  USPS  accident  reports. 

USPS  120.180 

System  name:  Personnel  Records — Skills  Bank  (Human  Resources 
Records),  120.180 

System  location:  Maintained  by  various  postal  facilities  as  deter¬ 
mined  by  local  management. 

Categories  of  individuals  covered  by  the  system:  USPS  employees. 

Categories  of  records  in  the  system:  Employee  name.  Social 
Security  Number,  address,  job  position,  educational  background, 
special  qualifications,  skills,  performance  code,  potential  for  ad¬ 
vancement  code,  career  goals,  sex,  salary,  and  other  personal  infor¬ 
mation.  (The  various  systems  in  existence  may  contain  more  or  less 
information  than  specified  herein.) 

Authority  for  maintenance  of  the  system:  Public  Law  92-261,  39 
U.S.C.  401,  1001 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — Used  by  USPS 
management  to  place  employees  in  new  positions,  and  to  assist  in 
career  planning  and  training  in  general;  also  used  by  management  to 
provide  statistics  for  management  of  personnel. 

Use— May  be  disclosed  to  the  Office  of  Management  and  Budget 
in  connection  with  the  review  of  private  relief  legislation  as  set 
forth  in  OMB  Circular  No.  A-19  at  any  stage  of  the  legislative  coor¬ 
dination  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Printed  forms,  punched  cards,  magnetic  tape,  computer 
reports. 

Retrievability:  Name  and  Social  Security  Number. 

Safeguards:  L.ocked  file  cabinets,  controlled  access,  computer 
password  authentication,  magnetic  tape  library,  physical  security. 

Retention  and  disposal:  Maintained  for  the  period  employed  and 
updated  as  employee  status  changes.  Destroyed  by  shredding  or 
computer  erasure. 

System  manager! s)  and  address:  APMG,  Employee  Relations  De¬ 
partment,  Headquarters 

Notification  procedure:  Employees  wishing  to  know  whether  such 
a  system  exists  at  their  place  of  employment  or  whether  informa¬ 
tion  about  them  is  maintained  in  this  system  of  records  should  ad¬ 
dress  inquiries  to  the  head  of  the  facility  where  employed. 
Headquarters  employees  should  submit  requests  to  the  System 


Manager.  Inquiries  should  contain  full  name.  Social  Security 
Number,  and  place  of  employment. 

Record  access  procedures:  See  ‘NOTIFICATION*  above. 

Contesting  record  procedures:  See  ‘NOTIFICATION*  above. 

Record  source  categories:  Information  is  obtained  directly  form 
employee,  and  USPS  personnel  forms. 

USPS  120.210 

System  name:  Personnel  Records — Vehicle  Maintenance  and  Opera¬ 
tors  Records,  120.210 

System  location:  Vehicle  Service  Operations  at  Post  Offices,  Sec¬ 
tional  Centers,  District  Offices,  Regional  Offices,  Headquarters, 
Bulk  Mail  Centers,  Postal  Data  Centers  and  Automatic  Data 
Processing  Centers. 

Categories  of  individuals  covered  by  the  system:  USPS  employees 

Categories  of  records  in  the  system:  Employee  workload,  work 
schedule,  performance  analysis  and  work  habits.  Employee  name, 
age,  length  of  service,  physical  condition,  vehicle  accidents,  driving 
citations,  safety  awards  records,  driver  license  revocation  and 
suspension,  driving  habits,  vehicle  training,  results  of  driving  tests, 
qu£difications  to  drive  vehicles. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  provide 
local  post  office  managers,  supervisors  and  Director  of  Fleet 
Management  Operations  with  information  to  adjust  workload, 
change  schedules,  change  type  equipment  operated,  lists  of  equip¬ 
ment  assigned  to  employee,  and  used  as  a  basis  for  corrective  ac¬ 
tion  or  safe  driving  awards. 

Use— 

1.  To  provide  GSA  and  USPS  driver  credentials. 

2.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature, 
to  Postal  Inspection  Service,  or  to  the  appropriate  agency,  whether 
Federal,  State  or  local,  charged  with  the  responsibility  of  in¬ 
vestigating  or  prosecuting  such  violation  or  charged  with  enforcing 
or  implementing  the  statute,  rule,  regulation  or  order  issued  pur¬ 
suant  thereto. 

3.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  legislation  as  set  forth 
in  OMB  Circular  No.  A-19  at  any  state  of  the  legislative  coordina¬ 
tion  and  clearance  orocess  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Printed  forms,  and  computer  tapes. 

Retrievability:  Employee  name,  vehicle  number,  route  number, 
work  order  number  and  facility  name. 

Safeguards:  Records  are  maintained  in  closed  file  cabinets  in 
secured  facilities. 

Retention  and  disposal:  a.  Records  pertaining  to  postal-owned 
vehicle  driver’s  individual  testing  and  driver’s  records  are  retained 
for  three  years  after  separation  of  the  employee  and  destroyed  by 
shredding. 

b.  Accident  reports  are  retained  for  three  years  and  destroyed  by 
shredding. 

c.  Inspection  reports  are  retained  for  two  years  after  the  date  of 
the  report  and  destroyed  by  shredding. 

d.  Other  records  are  retained  as  long  as  the  individual  is  em¬ 
ployed  as  a  vehicle  operator,  held  for  one  year  from  the  date  of 
reassigmnent  and  destroyed  by  shredding. 

System  manager(s)  and  address:  APMG,  Delivery  Services  De¬ 
partment,  Headquarters 

Notification  procedure:  Employees  wishing  to  know  whether  in¬ 
formation  about  them  is  maintained  in  this  system  of  records 
should  address  inquiries  to  the  head  of  the  facility  where  employed. 
Inquiries  should  contain  employee’s  full  name.  Social  Security 
Number,  route  number,  work  station  and  facility  where  employed. 

Record  access  procedures:  See  ‘NOTIFICATION*  above. 

Contesting  record  procedures:  See  ‘NOTIFICATION*  above. 

Record  source  categories:  The  employee,  medical  doctors,  driver 
examiner/instructor  state  vehicle  departments  and  supervisors. 

USPS  130.010 

System  name:  Philately — Ben  Franklin,  Stamp  Club  Sponsors 
Records,  130.010 

System  location:  Office  of  Stamps,  USPS  Headquarters 
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Categories  of  individuals  covered  by  the  system:  Adult  sponsors  of 
stamp  clubs  for  youth  grouos  as  well  as  club  presidents  of  adult 
groups. 

Categories  of  records  in  the  system:  Name  and  address  of  club 
sponsors  or  president. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401 ,  404 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — As  an  adjunct 
to  a  philatelic  program,  lists  of  club  sponsors  or  presidents  of 
stamp  clubs  are  used  by  Sectional  Center  personnel  and  District 
personnel  as  well  as  individual  postmasters  as  follows: 

1 .  To  assist  sponsors  in  forming  stamp  clubs. 

2.  Making  contact  with  clubs  to  assist  in  program  presentation 
and  USPS  cooperation  at  stamp  shows  and  ph^telic  exhibits. 

3.  Responsiveness  to  philatelic  sales  reouests. 

4.  Determining  USPS  needs  of  films,  graphics,  and  publications 
related  to  philately. 

Use — None 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  files. 

Retrievability:  Indexed  by  name  of  individual  within  the  club  or 
stamp  group  to  which  he  is  associated. 

Safeguards:  Records  are  maintained  in  closed  file  cabinets  in 
secured  facility. 

Retention  and  disposal:  Records  are  maintained  for  one  year  and 
then  destroyed  by  shredding. 

System  manageris)  and  address:  APMG,  Customer  Services  De¬ 
partment,  Headquarters. 

Notification  procedure:  Customers  wishing  to  know  whther  infor¬ 
mation  about  them  is  maintained  in  this  system  of  records  should 
address  inquiries  to  the  SYSTEM  MANAGER  above.  Inquiries 
should  contain  full  name,  address,  and  the  club  or  stamp  group  he 
is  associated  with. 

Record  access  procedures:  See  ‘SYSTEM  MANAGER*  above. 

Contesting  record  procedures:  See  ‘SYSTEM  MANAGER'  above. 

Record  source  categories:  Information  is  obtained  from  the  in¬ 
dividual. 

USPS  130.020 

Svstem  name:  Philately — Elementary  School  Teacher  Records  File, 
130.020 

System  location:  Customer  Services  Department,  Headquarters 

Categories  of  individuals  covered  by  the  system:  Elementary 
school  teachers  in  schools  around  the  country. 

Categories  of  records  in  the  system:  Teachers’  name,  address  of 
school,  number  of  students  in  the  school,  number  of  known  stamp 
collectors  in  the  school,  existence  of  a  stamp  club. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401 ,  404 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  -  These  Records 
are  used  by  the  Philatelic  Education  Division  of  the  Office  of 
Stamps  to  mail  periodically  issues  of  ‘Stamp  Fun‘. 

Use — None 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Punched  cards 

Retrievability:  Index  by  coding  number  or  school  teacher  name. 

Safeguards:  Stored  in  locked  room. 

Retention  and  disposal:  Indefinitely  with  annual  updates. 

System  manageris)  and  address:  APMG,  Customer  Services  De¬ 
partment,  Headquarters 

Nodfkation  procedure:  Persons  wishing  to  know  whether  infor¬ 
mation  about  them  is  maintained  in  this  system  of  records  should 
address  inquiries  to  the  above  SYSTEM  MANAGER.  Inquiries 
should  include  full  name  and  name  and  address  of  school. 

Record  access  procedures:  Sec  ‘SYSTEM  MANAGER'  above. 

Contesting  record  procedures:  See  ‘SYSTEM  MANAGER'  above. 

Record  source  categories:  Return  responses  from  national  mailing 
of  ‘Stamp  Fun*. 

USPS  130.030 

System  name:  niilately — Philatelic  Automatic  Distribution  Service 
(PADS),  130.030 


System  location:  Customer  Services  Department,  Headquarters 

Categories  of  individuals  covered  by  the  system:  Customers  who 
have  opened  subscription  accounts  for  souvenir  pages  with  first- 
day  cancellations. 

Categories  of  records  in  the  system:  Subscriber  name  and  account 
number,  address,  and  funds  on  deposit. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401,  404 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  oi  users  and  the  purposes  of  such  uses:  Purpose — To  operate  a 
deposit  account  system  for  customers  who  place  money  on  deposit 
for  a  particular  philatelic  product. 

Use — To  refer,  where  there  is  an  indication  of  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal,  or  regulatory  in 
nature,  to  Postal  Inspection  Service,  or  to  the  appropriate  agency, 
whether  Federal,  State,  or  local  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforc¬ 
ing  or  implementing  the  statute,  rule,  regulation  or  order  issued 
pursuant  thereto. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Maintained  in  original  typed  or  handwritten  form  and  on 
magnetic  tape  and  computer  printouts. 

Retrievability:  Records  filed  by  customer  name  and  by  account 
number. 

Safeguards:  Records  are  maintained  in  closed  filing  cabinets 
under  general  scrutiny  of  personnel  of  Philatelic  Sales  Division  and 
on  magnetic  tapes  protected  by  the  Headquarters  Management  In¬ 
formation  Systems  Department. 

Retention  and  disposal:  Records  are  maintained  until  such  time  a 
subscription  is  cancelled.  Records  for  cancelled  accounts  are 
destroyed  2kfter  two  years. 

System  manager(s)  and  address:  APMG,  Customer  Services  De¬ 
partment,  Headquarters 

Notification  procedure:  Customers  wishing  to  know  whether  infor¬ 
mation  about  them  is  maintained  in  this  system  of  records  should 
address  inquiries  to  the  SYSTEM  MANAGER  above.  Inquiries 
should  contain  full  name  and  address. 

Record  access  procedures:  See  ‘SYSTEM  MANAGER'  above. 

Contesting  record  procedures:  See  ‘SYSTEM  MANAGER'  above. 

Record  source  categories:  Customers  who  open  subscriptions. 

U^  140.010 

System  name:  Postage — Postage  Refund  Records,  140.010 

System  location:  Post  Off  es 

Categories  of  individuals  covered  by  the  system:  Any  postal 
customer  who  applies  for  a  refund  of  funds  previously  given  to  the 
USPS  for  services,  box  rentals,  postage  meter  setting,  advance 
deposits,  etc. 

Categories  of  records  in  the  system:  Name  and  address  of 
customer  and  reason  for  request  for  refund. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401,  403,  404 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — Used  as  offi¬ 
cial  documentation  that  a  legal  disbursement  of  postal  funds  has 
been  made  to  customers  for  services  not  rendered  after  customer 
has  paid  for  service  or  has  advanced  funds  in  anticipation  of  the 
service. 

Use— 

1.  Provides  management  information  for  periodic  financial  audits 
of  the  system. 

2.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature, 
to  Postal  Inspection  Service,  or  to  the  appropriate  agency,  whether 
Federal,  State,  or  local,  charged  with  the  responsibility  of  in¬ 
vestigating  or  prosecuting  such  violation  or  charged  witli  enforcing 
.or  implementing  the  statute,  rule,  regulation  or  order  issued  pur¬ 
suant  thereto. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispnaing  of  records  in  the  sytem: 

Storage:  Completed  forms. 

Retrievability:  Indexed  by  post  office,  name  and  accounting 
period. 

Safeguards:  Maintained  in  closed  file  cabinet  in  secured  facilities. 

Retention  and  dispasal:  Records  are  maintained  for  three  years 
and  then  destroyed  by  shredding. 


FEDERAL  REGISTER  VOL.  40,  NO.  1M— THURSDAY,  ALKSUST  2».  1975 


UNITED  STATES  POSTAL  SERVICE 


39827 


System  manageHs)  and  addrcn:  APMG,  Finance  Group. 
Headquarters 

Notification  procedure:  Inquiries  should  be  addressed  to  the  local 
postmaster  within  the  facility  where  monies  were  deposited.  Inqui¬ 
ries  should  contain  full  name. 

Record  access  procedures:  See  ‘NOTIFICATION*  above. 

Contesting  record  procedures:  See  ‘NOTIFICATION*  above. 

Record  source  categories:  Postal  customer  comideting  the  form. 

USPS  140.020 

System  name:  Postage — Postal  Meter  Records,  140.020 

System  location:  Post  Offices 

Categories  of  individuals  covered  by  the  system:  Meter  users 

Categories  of  records  in  the  system:  Customer  Name  and  address, 
meter  update  activity,  schedule  for  meter  upgradings  for  on-site 
meter  settings,  license  application,  and  transaction  documents. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401 ,  404 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — To  enable 
responsible  administration  of  postal  meter  activities. 

Use- 

1.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal,  or  r^ulatory  in  nature, 
to  the  appropriate  agency,  whether  Federal,  State,  or  local,  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation,  or  order  issued  pursuant  thereto. 

2.  To  disclose  identity  and  address  of  meter  user  and  identity  of 
agent  of  user  to  any  member  of  public  upon  request. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Printed  forms. 

Retrievahility:  Records  are  indexed  by  customer  name  and  by  nu¬ 
meric  file  of  postage  meters. 

Safeguards:  Records  are  maintained  in  closed  file  cabinets  in 
secured  facilities. 

Retention  and  disposal:  Records  are  maintained  for  one  year  after 
final  entry  or  the  duration  of  the  license  and  then  destroyed  by 
shredding. 

System  manager(s)  and  address:  APMG,  Customer  Services  De¬ 
partment,  Headquarters 

Notification  procedure:  Persons  wishing  to  know  whether  infor¬ 
mation  about  them  is  maintained  in^this  system  of  records  should 
address  inquiries  to  the  local  postmaster  from  which  license  was 
obtained  supplying  name  and  meter  number. 

Record  access  procedures:  See  ‘NOTIFICATION*  above. 

Contesting  record  procedures:  See  ‘NOTIFICATION*  above. 

Record  source  categories:  Information  is  obtained  from  the  in¬ 
dividual  and  officials  making  entries  to  reflect  activities. 

USPS  150.010 

System  name:  Records  and  Information  Management 

Records — Information  Disclosure  Accounting  Records 
(Freedom  of  Information  Act),  150.010 

System  location:  Records  Officer,  USPS  Headquarters,  and 
record  Custodians  at  all  USPS  facilities. 

Categories  of  individuals  covered  by  the  system:  USPS  employees 
and  citizens  requesting  information  under  the  Freedom  of  Informa¬ 
tion  Act. 

Categories  of  records  in  the  system:  Name  of  requestor  and  the 
type  of  information  requested. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401,  412;  5 
U.S.C.  552;  Public  Law  93-502 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  l^rpose — These  records 
are  kept  in  order  to  determine  the  status  of  information  requested 
and  to  facilitate  the  processing  of  requests. 

Use— To  a  Court  or  counsel  in  the  event  of  litigation  concerning 
release  of  a  record  under  the  Freedom  of  Information  Act. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  files 

Retrievahility:  Individuals  name  and  date  of  request. 

Safeguards:  Locked  file  drawers  and  access  control. 


Retention  and  disposal:  Records  are  maintained  by  Custodians 
and  the  Records  Officer  for  a  period  of  two  years.  The  Headquar¬ 
ters  Library  and  General  Counsel  keep  permanently  copies  of  legal 
proceedings  and  appeals  related  to  these  records. 

System  manager(s)  and  address:  APMG.  Management  Information 
Systems  Department,  Headquarters 

Notification  procedure:  Persons  wishing  to  know  whether  infor¬ 
mation  about  them  is  maintained  in  this  system  of  records  should 
address  inquiries  to  the  Custodian  at  the  facility  where  request  was 
sent.  Inquiries  should  contain  full  name  and  date  of  request. 

Record  access  procedures:  See  ‘NOTIFICATION*  above. 

Contesting  record  procedures:  See  ‘NOTIFICATION*  above. 

Record  source  categories:  Information  is  obtained  from  the  in¬ 
dividual  making  the  request. 

USPS  150.020 

System  name:  Records  and  Information  Management 

Records — Information  Disclosure  Accounting  Records  (Privacy 
Act)  (Proposed  System),  150.020 

System  location:  Records  Officer,  USPS  Headquarters  and 
records  Custodians  at  all  USPS  facilities. 

Categories  of  individuals  covered  by  the  system:  Any  USPS  em¬ 
ployee  or  citizen  who  makes  an  inquiry  under  the  Privacy  Act. 

Categories  of  recorris  in  the  system:  Name  of  inquirer  and  the  type 
of  information  requested  and  USPS  response  thereto. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401 ;  Public 
Law  93-579,  88  Statute  1896 

Routine  uses  of  records  rruiintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  I^lrpose — These  records 
are  to  provide  information  related  to  requestors  of  personal  infor¬ 
mation  under  the  Privacy  Act. 

Use — To  a  Court  party  or  counsel  for  a  party  in  litigation  involv¬ 
ing  the  Privacy  Act  (P.L.  93-579). 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  diqwsing  of  records  in  the  sytem: 

Storage:  Paper  files 

Retrievahility:  Requestors’  name  and  date  of  inquiry. 

Safeguards:  Locked  file  drawers  and  access  control. 

Retention  and  disposal:  Five  years  or  the  life  of  the  requested 
record  and  then  disposed  of  in  accordance  with  that  record. 

System  manager(s)  and  address:  APMG,  Management  Information 
Systems  Department,  Headquarters. 

Notification  procedure:  Persons  wishing  to  know  whether  infor¬ 
mation  about  them  is  maintained  in  this  system  of  records  should 
address  inquiries  to  the  Custodian  at  the  facility  where  request  was 
sent.  Inquiries  should  contain  full  name,  and  date  of  the  request. 

Record  access  procedures:  See  ‘NOTIFICATION*  above. 

Contesting  record  procedures:  See  ‘NOTIFICATION*  above. 

Record  source  categories:  Information  is  obtained  from  the  in¬ 
dividual  making  the  request. 

USPS  160.010 

System  luune:  Special  Mail  Services — Registered  Mail  Inquiry  for 
Delivery  and/or  Application  for  Indemnity,  USPS  160.010 

System  location:  Rates  and  Oassification  Department,  USPS 
Headquarters;  Post  Offices;  Postal  Data  Center,  St.  Louis,  MO 

Categories  of  individuals  covered  by  the  system:  Registered  mail 
claimant. 

Categories  of  records  in  the  system:  Name,  address  and  descrip¬ 
tion  of  claim. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401,  404 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpose  of  such  uses:  Purpose— This  informa¬ 
tion  is  used  in  the  adjudication  of  registered  mail  claims. 

Use — To  refer,  where  there  is  an  indication  of  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or  regulatory  in 
nature,  to  Postal  Inspection  Service,  or  to  the  appropriate  agency, 
whether  Federal,  State,  or  local,  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforc- 
mg  or  implementing  the  statute,  rule,  regulation  or  order  issued 
pursuant  thereto. 

Policies  and  practices  for  staring,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Printed  forms. 
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Retrievabilhy:  Box  number,  batch  number  or  vendor  number  and 
name. 

Safeguards:  Maintained  in  closed  cabinets  in  secured  facilities. 

Retention  and  disposal:  Maintained  for  one  year  at  St.  Louis 
Postal  DaU  Center  and  then  transferred  to  the  Federal  Records 
Center  and  maintained  another  two  years.  Destroyed  by  shredding. 

System  manager(s)  and  address:  APMG,  Rates  and  Classification 
Department,  Headquarters 

Notification  procedure:  Inquiries  should  be  addressed  to  the  facili¬ 
ty  head  at  which  claim  was  made  and  should  contain  claim  number, 
date  of  claim,  name  of  sender  and  addressee,  address  of  sender  and 
addressee,  and  insured  number  of  article  mailed. 

Record  access  procedures:  See  ‘NOTIFICATION*  above. 

Contesting  record  procedures:  See  ‘NOTIFICATION*  above. 

Record  source  categories:  Information  obtained  from  the  in- 
dividu2il  completing  the  claim  form. 

USPS  160.020 

System  name:  Special  Mail  Services — Request  for  Payment  of 
Domestic  Postal  Insurance  (Claim)  Records,  160.020 

System  location:  Rates  and  Classification  Department,  USPS 
Headquarters;  Post  Offices;  Postal  Data  Center,  St.  Louis,  MO 

Categories  of  individuals  covered  by  the  system:  Insured  Mail  Clai¬ 
mant 

Categories  of  records  in  the  system:  Name,  address  and  descrip¬ 
tion  of  claim. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401,  404 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — This  form  is 
used  to  the  adjudication  of  domestic  insured  mail  claims. 

Use— 

1.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature, 
to  Postal  Inspection  Service,  or  to  the  appropriate  agency,  whether 
Federal,  State,  or  local,  charged  with  the  responsibility  of  in¬ 
vestigating  or  prosecuting  such  violation  or  charged  with  enforcing 
or  implementing  the  statute,  rule,  regulation  or  order  issued  pur¬ 
suant  thereto. 

2.  To  transmit  to  a  court,  party  or  counsel  for  a  party  in  Utigation 
or  in  preparation  for  litigation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Printed  forms. 

Retrievabilhy:  Box  number,  batch  number  or  vendor  number  and 
name. 

Safeguards:  Maintained  in  closed  file  cabinets  within  secured 
facilities. 

Retention  and  disposal:  Maintained  for  one  year  at  the  St.  Louis 
Postal  Data  Center,  and  then  transferred  to  the  Federal  Records 
Center  to  be  maintained  for  another  two  years  and  then  destroyed 
by  shredding. 

System  manageris)  and  address:  APMG,  Rates  and  Qassification 
Department,  Headquarters 

Notification  procedure:  Inquiries  should  be  addressed  to  the  facili¬ 
ty  bead  at  which  claim  was  made  and  should  contain  claim  number, 
date  of  mailing,  date  of  claim,  name  of  sender  and  addressee,  ad¬ 
dress  of  sender  and  addressee,  and  insured  number  of  article 
mailed. 

Record  access  procedures:  See  ‘NOTIFICATION*  above. 

Contesting  record  procedures:  See  ‘NOTIFICATION*  above 

Record  source  categories:  Information  obtained  from  the  in¬ 
dividual  completing  the  claim  form. 

USPS  170.010 

System  name:  Statistical  (Cost)  Systems— Automatic  Data 

Processing  Workload  Reporting  System  Records,  170.010 

System  location:  USPS,  Management  Information  Systems  De¬ 
partment.  Headquarters 

Categories  of  individuals  covered  by  the  system:  USPS  contract 
employees.  Programming  Division  and  Computer  System  Analyst 
assigned  to  woric  on  systems  projects. 

Categories  of  records  in  the  system:  Employee  name,  title,  or¬ 
ganizational  unh  and  division,  date,  recorded  work  hours  on  daily 
basis  by  course  number  designated,  code  numbers,  weekly  totals 


and  pay  period  totals,  project  number,  project  name,  system  code, 
customer  account  number,  and  name  of  customer  contact. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401 ,  404 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose— The  system  is 
used  for  billing  customers  for  programming  services  and  by 
management  to  schedule  workloads  and  programmers. 

Use — May  be  disclosed  to  the  Office  of  Management  and  Budget 
in  connection  with  the  review  of  private  relief  legislation  as  set 
forth  in  OMB  Circular  No.  A- 19  at  any  sta^  of  the  legislative  coor¬ 
dination  and  clearance  process  as  set  forth  in  that  Circular. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposipg  of  records  in  the  sytem: 

Storage:  Printed  forms,  magnetic  tape  and  disks. 

Retrievability:  Name  and  project  number. 

Safeguards:  Maintained  in  secured  area  within  secured  facility 
with  assigned  password  accessing  only. 

Retenthm  and  disposal:  Information  is  contained  for  one  year  and 
then  automatically  deleted  on  computer  and  paper  files  destroyed 
by  shredding. 

System  manageris)  and  address:  APMG,  Management  Information 
Systems  Deoartment,  Headquarters 

Notification  procedure:  Employees  wishing  to  gain  access  to  this 
information  should  address  inquiries  to  the  above  SYSTEM 
MANAGER.  Inquiries  should  contain  full  name  and  project  name 
and  number. 

Record  access  procedures:  See  ‘SYSTEM  MANAGER*  above. 

Contesting  record  procedures:  See  ‘SYSTEM  MANAGER*  above. 

Record  source  categories:  Prepared  by  employee  and  added  to  as 
activities  occur. 

USPS  170.020 

System  name:  Statistical  (Cost)  Systems — In-Office  Cost  System 
Records,  170.020 

System  location:  Office  of  Statistical  Program.  Headquarters. 

Categories  of  individuals  covered  by  the  system:  USPS  field  em¬ 
ployees. 

Categories  of  records  in  the  system:  Name,  social  security 
number,  labor  costs  distributed  by  mail  classes  and  special  services. 

Authority  for  maintenance  of  the  system:  39  U.S.C.  401 

Routine  uses  of  records  maintained  in  the  system,  iiKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — Information 
used  as  input  to  statistical  system  to  determine  costs  for  Postal  Ser¬ 
vices  and  mail  rates  on  a  national  level. 

Use— 

1.  Records  are  converted  to  machine  readable  form  by  Bureau  of 
Census  and  transmitted  to  USPS  Headquarters. 

2.  Statistics  derived  from  records  in  this  system  are  made  public 
in  USPS  rates  cases  before  the  Postal  Rate  Commission. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Magnetic  tape,  pre-printed  forms,  microfilm. 

Retrievability:  Pay  period,  region,  name  and  social  security 
number  used  for  proof  of  accuracy  of  microfilm  and  collection 
only. 

Safeguards:  USPS  Automatic  Data  Process  security. 

Retention  and  disposal:  Indefinite,  dependent  upon  duration  of 
rate  cases. 

System  manageris)  and  address:  APMG,  Management  Information 
Systems  Department,  Headquarters 

Notification  procedure:  Inquiries  should  be  addressed  to  the 
SYSTEM  MANAGER  ab:ove  and  should  contain  name  and  social 
security  number. 

Record  access  procedures:  See  SYSTEM  MANAGER  above. 

Contesting  record  procedures:  See  SYSTEM  MANAGER  above. 

Record  source  categories:  Field  personnel. 

,  USPS  180.010 

System  name:  Tort  Claims — Tort  Claims  Records,  180.010 

System  location:  Law  Department  at  Headquarters  and  Regions, 
Postal  Inspection  Service,  Division  Headquarters,  Post  Offices  and 
Postal  Data  Centers. 
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Categories  of  iiidividiials  covered  by  the  system:  Persons  involved 
in  accident  as  a  result  of  postal  operations  or  alleging  money 
damages  under  the  provisions  of  the  Federal  Tort  Claims  Act. 

Categories  of  records  in  the  system:  Accident  reports,  tort  claims 
filed,  documentary  evidence  in  support  of  tort  claims,  and  litigation 
arising  out  of  tort  claims. 

Authority  for  maintenance  of  the  system:  28  U.S.C.  2671-80;  39 
U.S.C.  409(c) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — Used  by  attor¬ 
neys  and  other  employees  of  the  Postal  Service  to  consider,  settle 
and  defend  against  tort  claims  made  against  the  USPS  under  the 
Federal  Tort  Claims  Act.  To  refer  to  accident  prevention  and  safety 
officers,  manufacturers  of  equipment  and  supplies  and  their  in¬ 
surers. 

Use- 

1.  Transferred  to  Department  of  Justice,  other  government  agen¬ 
cies,  and  other  persons  involved  in  a  claim  against  the  Postal  Ser¬ 
vice,  for  use  in  ajudication,  civil  litigation  and  criminal  prosecution. 

2.  In  the  case  of  accidents,  provide  statistical  information  to 
members  of  the  American  Insurance  Association  Index  System. 

3.  Provide  information  to  USPS  accident  prevention  and  safety 
officers. 

4.  Furnish  information  to  insurance  companies  that  have  named 
the  United  States  as  an  additional  insured  or  co-insured  in  liability 
insurance  policies. 

5.  Provide  information  to  equipment  numufacturers  and  their  in¬ 
surers  for  claims  considerations  and  possible  improvement  of 


equipment. 

6.  To  respond  to  a  subpeona  dueces  tecum  and  other  appropriate 
court  order  and  summons. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  form,  original  or  copies,  preprinted  or  handwritten 
forms. 

Retrlevability:  Information  may  be  retrieved  by  person’s  name  or 
Postal  Inspection  Service  case  number. 

Safeguards:  Records  are  maintained  in  ordinary  filing  equipment 
under  general  scrutiny  of  postal  personnel. 

Retention  and  ilisposal:  Paid  claims  records  at  Headquarters  are 
retained  for  seven  years  after  payment;  Postal  Inspection  Service 
files  are  retained  for  25  years  after  closing;  all  other  files  are 
retained  for  five  years  after  closing.  All  records  are  destroyed  by 
shredding  or  burning. 

System  managerfs)  and  address:  General  Counsel,  Law  Depart¬ 
ment,  Headquarters 

Notification  procedure:  Furnish  person’s  name,  data  and  place  of 
occurrence  giving  rise  to  a  claim  under  the  Federal  Tort  Claims 
Act,  to  the  head  of  the  facility  where  the  claim  was  filed. 

Record  access  procedures:  See  NOTIFICATION  above. 

Contesting  record  procedures:  See  NOTIFICATION  above. 

Record  source  categories:  Claimants  nuiking  demands  for  money 
damages,  reports  of  postal  employees  involved  in  accidents,  loc^ 
oolice  reports.  Inspection  Service  investigative  reports  and  Amer¬ 
ican  Insurance  Association  Index  reports. 


(FR  Doc.76-22761  Filed  8-27-76:8:46  am] 
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FEDERAL  RESERVE  SYSTEM 

[  12  CFR  Part  261a  ] 

PRIVACY  ACT  OF  1974 
Proposed  Requirements 

Pursuant  to  its  authority  under  the 
Privacy  Act  of  1974  (the  “Act”) ,  5  U.S.C. 
552a,  the  Board  of  Governors  of  the  Fed¬ 
eral  Reserve  System  proposes  to  amend 
Title  12  of  the  Code  of  Federal  Regula¬ 
tions  by  adding  new  Part  261a  which  is 
intended  to  implement  the  requirements 
of  section  (f)  of  the  Act.  Generally,  the 
objective  of  the  Act  is  the  protection  of 
the  personal  privacy  of  individuals  iden¬ 
tified  in  information  systems  maintained 
by  Federal  agencies  subject  to  the  Act. 
In  support  of  this  objective,  section  (f) 
of  the  Act  requires  that  each  agency 
subject  to  the  Act  promulgate  rules  by 
which  an  individual  upon  request  may 
be  notified  of  the  existence  of  a  record 
in  a  “system  of  records”  pertaining  to 
him,  gain  access  to  that  record,  request 
amendment  to  that  record,  and  appeal 
an  initial  adverse  determination  with  re¬ 
spect  to  a  request  for  amendment  of  that 
record. 

The  purpose  of  proposed  Part  261a  is 
to  provide  for  the  procedures  under 
which  the  requirements  of  section  (f) 
of  the  Act  will  be  met.  Further,  proposed 
Part  261a:  (1)  Indicates  the  restrictions 
on  the  disclosure  of  certain  information 
to  persons  other  than  to  whom  it  per¬ 
tains,  (2)  specifies  the  fees  for  the  photo¬ 
copying  or  preparation  of  certain  rec¬ 
ords,  (3)  recites  the  penalty  for  unau¬ 
thorized  access  to  certain  records  and 
(4)  indicates  the  authority  under  which 
certain  portions  of  Board  information 
may  be  exempted  from  certain  require¬ 
ments  of  the  Act. 

To  aid  in  the  consideration  of  this 
matter  by  the  Board,  interested  persons 
are  invited  to  submit  relevant  data,  views, 
comments,  or  arguments.  Any  such  mate¬ 
rial  should  be  submitted  in  writing  to  the 
Secretary,  Board  of  Governors  of  the 
Federal  Reserve  System,  Washington, 
D.C.  20551,  to  be  received  not  later  than 
September  12,  1975. 

Notice  is  given  that  it  is  proposed  to 
make  Part  261a  effective,  after  consid¬ 
eration  of  comments  received  by  the 
Board,  on  September  27,  1975,  the  effec¬ 
tive  date  of  the  Act. 

Proposed  Part  261a  would  read  as  fol¬ 
lows: 

PART  261a — RULES  REGARDING  ACCESS 
TO  AND  REVIEW  OF  PERSONAL  INFOR¬ 
MATION  IN  SYSTEMS  OF  RECORDS 

Sec. 

261a. 1  Purpose  and  scope. 

261a.2  Definitions. 

261a.3  Procedures  for  requests  pertaining 
to  individual  records  in  a  record 
system. 

261a.4  Requirements  for  identification  of 
individuals  making  requests. 
261a.5  Disclosure  of  requested  Information 
to  individuals. 

261a.6  Special  procedures — medical  rec¬ 

ords. 

261a.7  Request  for  correction  or  amend¬ 
ment  to  record. 

261a.8  Agency  review  of  request  for 

amendment  of  record. 


Sec. 

261a.9  Appeal  of  initial  adverse  determina¬ 
tion  on  correction  or  amendment. 
261a. 10  Dlsclcsure  of  record  to  person  other 
than  individual  to  whom  It  per¬ 
tains. 

26  la.  11  Fees. 

26  la.  12  Penalties. 

261a.l3  Exemptions. 

Authority:  5  U.S.C.  S52a;  5  U.S.C.  553;  5 
U.S.C.  552. 

§  26la.l  Purpose  and  scope. 

The  purpose  of  this  Part  Is  to  establish 
regulations  implementing  the  provisions 
of  the  Privacy  Act,  5  U.S.C.  552a,  with 
regard  to  access  to  and  reviev/  of  per¬ 
sonal  information  in  systems  of  records 
maintained  by  the  Board  of  Governors 
of  the  Federal  Reserve  System 
(“Board”). 

§  261a.2  Definitions. 

For  the  purposes  of  this  Part,  the  fol¬ 
lowing  definitions  shall  apply: 

(a)  The  term  “individual”  means  a 
natural  person  who  is  either  a  citizen 
of  the  United  States  or  an  alien  lawfully 
admitted  for  permanent  residence.  The 
term  “individual”  includes  the  parent  of 
any  minor  or  the  legal  guardian  of  any 
individual  who  has  been  declared  to  be 
incompetent  due  to  physical  or  mental 
incapacity  or  age  by  a  court  of  com¬ 
petent  jurisdiction. 

(b)  The  term  “maintain”  also  includes 
maintain,  collect,  use,  disseminate,  or 
control. 

(c)  The  term  “record”  means  any 
item,  collection  or  grouping  of  informa¬ 
tion  about  an  individual  maintained  by 
the  Board  that  contains  the  individual’s 
name,  or  the  identifying  number,  symbol, 
or  other  identifying  particular  assigned 
to  the  individual. 

(d)  The  term  “system  of  records” 
means  a  group  of  any  records  under  the 
control  of  the  Board  from  which  infor¬ 
mation  is  retrieved  by  the  name  of  the 
individual  or  some  identifying  number, 
symbol  or  other  identifying  particular 
assigned  to  the  individual. 

(e)  The  term  “designated  system  of 
records”  means  a  system  of  records  that 
has  been  listed  in  the  Federal  Register 
pursuant  to  the  requirements  of  5  U.S.C. 
552a(e). 

(f)  The  term  “routine  use”  means, 
with  respect  to  disclosure  of  a  record,  the 
use  of  such  record  for  a  purpose  which 
is  compatible  with  the  purpose  for  which 
it  was  collected. 

(g)  The  term  “business  days”  means 
all  days  except  Saturdays,  Sundays,  and 
legal  public  holidays. 

§  261a.3  Procedures  for  requests  per¬ 
taining  to  individual  records  in  a 
record  system. 

(a)  Requests  for  access  to  personal  in¬ 
formation  in  a  designated  system  of  rec¬ 
ords  may  be  made  by  the  person  to  whom 
such  information  pertains.  Every  such 
request  shall  be  made  in  writing  and 
shall  specify  that  it  is  made  pursuant  to 
the  Privacy  Act.  Each  request  should 
identify  the  designated  system  of  records 
in  which  the  requested  record  is  to  be 
found,  should  reasonably  describe  the 


information  requested  and,  except  as 
provided  in  §  261a.4,  should  include  a 
notarized  statement  attesting  to  the 
identity  of  the  requestor. 

(b)  Requests  made  pursuant  to  para¬ 
graph  (a)  of  this  section  shall  be  ad¬ 
dressed  to  the  Director  of  the  Division  of 
Personnel,  Board  of  Governors  of  the 
Federal  Reserve  System,  Washington, 
D.C.  20551,  in  the  case  of  records  relating 
to  employment  with  the  Board.  Requests 
for  other  records  should  be  addressed  to 
the  Secretary  of  the  Board,  Board  of 
Governors  of  the  Federal  Reserve  Sys¬ 
tem,  Washington.  D.C.  20551.  Requests 
for  information  pursuant  to  paragraph 

(a)  of  this  section  may  also  be  made  in 
person  during  regular  business  hours  at 
the  offices  of  the  Board  of  Governors  of 
the  Federal  Reserve  System,  Federal  Re¬ 
serve  Building,  20th  and  Constitution 
Avenue.  NW.,  Washington,  D.C.  20551. 

(c)  Every  request  made  pursuant  to 
this  section  will  be  acknowledged  or, 
where  practicable,  substantially  re¬ 
sponded  to  within  10  business  days  from 
receipt. 

§  261a.4  Requirements  for  identifica¬ 
tion  of  individuals  making  requests. 

(a)  Each  request  for  information  made 
pursuant  to  §  261a.3  shall  include  a  no¬ 
tarized  statement  attesting  to  the  iden¬ 
tity  of  the  requestor  except  in  the  fol¬ 
lowing  instances: 

( 1 )  Where  the  information  requested  is 
otherwise  publicly  available  under  the 
Freedom  of  Information  Act,  5  U.S.C. 
552,  and  the  Board’s  Rules  Regarding 
Availability  of  Information  (12  CFR  Part 
261). 

(2)  Where  the  requestor  makes  writ¬ 
ten  request  for  information  in  person 
and  presents  a  driver’s  license,  birth  cer¬ 
tificate,  employment  identification  card 
or  other  means  of  identification,  sufficient 
to  establish  his  identity. 

§  261a.5  Disclosure  of  requested  infor¬ 
mation  to  individuals. 

(a)  Information  requested  pursuant  to 
§  26 la. 3,  except  for  that  compiled  in  rea¬ 
sonable  anticipation  of  a  civil  action  or 
proceeding  or  otherwise  exempted  from 
disclosure  as  provided  in  §  261a.l3,  will  be 
made  available  for  inspection  and  copy¬ 
ing  during  regular  business  hours  at  the 
Board’s  offices.  However,  where  the  re¬ 
quested  information  can  be  disclosed  only 
by  providing  a  copy  of  the  record,  because 
such  record  cannot  reasonably  be  put 
into  a  form  for  individual  inspection  (e.g., 
computer  tapes),  or  where  tJie  requestor 
may  request  that  copies  of  requested  in¬ 
formation  be  forwarded,  such  informa¬ 
tion  will  be  .mailed  to  the  requestor. 
Access  to  or  copies  of  requested  informa¬ 
tion  will  be  promptly  provided  after  the 
acknowledgment  as  provided  in  §  261a.3 
(c),  unless  good  cause  rfor  delay  is  com¬ 
municated  to  the  requestor. 

(b)  Fees  for  copying  such  records  will 
be  assessed  in  accordance  with  §  261a.ll. 

(c)  'The  requestor  of  information  may 
be  accompanied  in  the  inspection  and 
discussion  of  that  information  by  a  per¬ 
son  of  the  requestor’s  own  choosing  upon 
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the  submission  of  a  written  and  signed 
statement  authorizing  the  presence  of 
such  person. 

§  261a.6  Special  procedures^medical 
records. 

Medical  records  requested  pursuant  to 
I  261a.3  will  be  disclosed  to  the  requestor 
unless  the  disclosure  of  such  records  di¬ 
rectly  to  the  requestor  could,  in  the  judg¬ 
ment  of  the  official  deemed  responsible 
for  such  records,  have  an  adverse  effect 
upon  the  requestor.  In  such  instance, 
such  information  will  be  transmitted  to 
a  licensed  physician  named  by  the  re¬ 
questor. 

§  261a.7  Request  for  correction  or 
amendment  to  record. 

(a)  Where  an  individual  believes  that 
any  portion  of  a  record  in  a  designated 
system  of  records  used  in  making  a  deter¬ 
mination  about  such  individual  is  not 
accurate,  relevant,  timely  or  complete, 
that  individual  may  request  that  such 
record  be  amended  or  corrected.  Such 
request  should  be  submitted  in  writing 
to  the  appropriate  officer  as  designated 
in  §  261a.3.  Each  request  for  amendment 
or  correction  of  a  record  should  identify 
the  system  of  records  containing  the  rec¬ 
ord  for  which  amendment  or  correction 
is  requested,  specify  the  portion  of  that 
record  requested  to  be  amended  or  cor¬ 
rected,  and  describe  the  nature  of  and 
reasons  for  each  requested  amendment 
or  correction.  Additionally,  each  request 
must  include  a  notarized  statement  at¬ 
testing  to  the  identity  of  the  requestor 
except  where  the  request  is  presented  in 
person  and  the  requestor’s  identity  may 
thereupon  be  verified. 

(b)  Nothing  in  paragraph  (a)  of  this 
section  shall  permit  collateral  attack 
upon  that  which  has  been  decided  in  a 
previous  judicial,  quasi -judicial  or  other 
proceeding. 

§  261  a. 8  Agency  review  of  request  for 
amendment  of  record. 

(a)  As  appropriate,  the  Secretary  of 
the  Board  or  the  Director  of  the  Division 
of  Personnel  shall  acknowledge  each  re¬ 
quest  made  pursuant  to  §  261a.7  within 
10  business  days  of  its  receipt.  Such  ac¬ 
knowledgment  may  request  additional 
information  necessary  for  a  determina¬ 
tion  of  the  request  for  amendment  or 
correction. 

(b)  As  appropriate,  the  Secretary  of 
the  Board  or  the  Director  of  the  Divi¬ 
sion  of  Personnel  shall  promptly  review 
each  request  made  pursuant  to  S  261a.7 
in  light  of  the  criteria  of  accuracy,  rele¬ 
vance,  timeliness,  completeness  and  ne¬ 
cessity  set  forth  in  subsections  (e)(1) 
and  (e)  (5)  of  the  Privacy  Act.  5  U.S.C. 
552a. 

(c)  Upon  completion  of  review  of  each 
request  made  pur^ant  to  8  261a.7,  the 
Secretary  of  the  Board  or  the  Director 
of  the  Division  of  Personnel  shall  imme¬ 
diately  inform  the  requestor  of  the  de¬ 
termination  to  grant  or  deny  the  re¬ 
quested  amendment  or  correction. 

(d)  Where  any  request  pursuant  to 
8  261a.7  has  been  denied  in  whole  or  part, 
the  requestor  shall  be  advised  of  the  rea¬ 
sons  therefor,  the  procedure  for  appeal 


of  the  determination  and  the  name,  title 
and  address  of  the  official  to  whom  such 
appeal  should  be  directed. 

§  261a.9  Appeal  6f  initial  adverse  de* 
termination  on  correction  or  amend¬ 
ment. 

(a)  A  denial  of  a  request  made  pursu¬ 
ant  to  8  261a.7  may  be  appealed  to  the 
Board  of  Governors  or  any  official  des¬ 
ignated  by  the  Chairman  of  the  Board 
of  Governors  within  30  business  days  of 
issuance  of  notification  of  denial.  Every 
such  appeal  should  be  made  in  writing 
to  the  official  designated  in  the  letter 
of  initial  denial,  should  specify  the  pre¬ 
vious  background  of  the  request  and 
should  provide  reasons  why  ^e  initial 
determination  should  be  reversed. 

(b)  The  Board  of  CSovemors  or  such 
official  designated  by  the  Chairman  of 
the  Board  shall  make  a  determination 
with  respect  to  the  review  of  such  appeal 
not  later  than  30  business  days  from  its 
receipt,  unless  the  reviewing  official  ex¬ 
tends  such  period  for  good  cause  shown. 

(c)  If  the  Board  or  designated  official 
affirms  the  initial  denial  of  a  request  to 
amend  or  correct  made  pursuant  to 
8  261a. 7,  such  determination  shall  be 
communicated  to  the  requestor  together 
with  a  statement  of  the  reasons  therefore 
and  the  requestor  shall  be  informed  of 
the  right  of  judicial  review  of  the  deter¬ 
mination.  The  requestor  may  then  file  a 
concise  statement  setting  forth  disagree¬ 
ment  with  the  affirmation  of  denial  with¬ 
in  30  days  of  notification  of  such  deter¬ 
mination. 

§  261a. 10  Disclosuro  of  rorord  to  per¬ 
son  other  than  individual  to  whom  it 
pertains. 

(a)  No  record  contained  in  a  desig¬ 
nated  svstem  of  records  shall  be  disclosed 
to  any  person  or  agency  without  the  prior 
written  consent  of  the  Individual  to 
whom  the  record  pertains  unless  the  dis¬ 
closure  is  authorized  by  paragraph  (b) 
of  this  section. 

(b)  The  restrictions  on  disclosure  in 
paragraph  (a)  of  this  section  do  not 
apply  to  any  disclosure  (1)  to  those  of¬ 
ficers  and  employees  of  the  Board  who 
have  a  need  for  the  record  in  the  per¬ 
formance  of  their  duties;  (2)  that  is  re¬ 
quired  under  the  Freedom  of  Information 
Act  (5  U.S.C.  8  552) ;  (3)  for  a  routine 
use  listed  with  respect  to  a  designated 
system  of  records;  (4)  to  the  Bureau  of 
the  Census  for  purposes  of  planning  or 
carrying  out  a  census  or  survey  or  re¬ 
lated  activity  pursuant  to  the  provisions 
of  title  13  of  the  United  States  Code;  (5) 
to  a  recipient  who  has  provided  the  Board 
with  advance  adequate  written  assurance 
that  the  record  will  be  used  solely  as  a 
statistical  research  or  reporting  record, 
and  the  record  is  to  be  transferred  in  a 
form  that  is  not  Individually  Identifiable; 
(6)  to  the  National  Archives  of  the 
United  States  as  a  record  that  has  suf¬ 
ficient  historical  or  other  value  to  war¬ 
rant  its  continued  preservation  by  the 
United  States  Government,  or  for  evalua¬ 
tion  by  the  Administrator  of  General 
Services  or  his  designee  to  determine 
whether  the  record  has  such  value;  (7) 
to  another  agency  or  to  an  instrumental- 
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ity  of  any  governmental  jurisdiction 
within  or  under  the  control  of  the  United 
States  for  a  civil  or  criminal  law  enforce¬ 
ment  activity  if  the  activity  is  author¬ 
ized  by  law.  and  if  the  head  of  the  agency 
or  instrumentality  has  made  a  written 
request  to  the  Board  specifying  the  par¬ 
ticular  portion  desired  and  the  law  en¬ 
forcement  activity  for  which  the  record 
is  sought;  (8)  to  a  person  pursuant  to  a 
showing  of  compelling  circumstances  af¬ 
fecting  the  health  or  safety  of  an  in¬ 
dividual  if  upon  such  disclosure  notifica¬ 
tion  is  transmitted  to  the  last  known 
address  of  such  individual;  (9)  to  either 
House  of  Congress,  or,  to  the  extent  of 
matter  within  its  jurisdiction,  any  com¬ 
mittee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcom¬ 
mittee  of  any  such  joint  committee;  (10) 
to  the  Comptroller  General,  or  any  of  his 
authorized  representatives,  in  the  course 
of  the  performance  of  the  duties  of  the 
General  Accounting  Office;  or  (11)  pur¬ 
suant  to  the  order  of  a  court  of  compe¬ 
tent  jurisdiction. 

§  261a.ll  Fees. 

Copies  of  records  requested  pursuant 
to  8  261a.3  will  be  provided  at  a  cost  of 
$.10  per  page  for  photocopying  or  at  a 
cost  not  to  exceed  the  direct  cost  of 
printing,  typing  or  otherwise  preparing 
such  copies. 

§  261a.l2  Penalties. 

(a)  The  Privacy  Act,  5  U.S.C.  552a(l) 
(3),  provides: 

Any  person  who  knowingly  and  willfully 
requests  or  obtains  any  record  concerning  an 
Individual  from  an  agency  under  false  pre¬ 
tense  shall  be  guilty  of  a  misdemeanor  and 
lined  not  more  than  $5,000.00. 

§  261a.l3  Exemptions. 

(a)  Pursuant  to  subsection  (k)  of  the 
Privacy  Act,  5  U.S.C.  552a,  the  Board  may 
exempt  certain  portions  of  records  with¬ 
in  designated  systems  of  records  from 
the  requirements  of  the  Privacy  Act,  (in¬ 
cluding  access  to  and  review  of  such  rec¬ 
ords  pursuant  to  this  Part)  if  such  por¬ 
tions  are: 

(1)  Subject  to  the  provisions  of  sec¬ 
tion  552(b)(1)  of  the  Freedom  of  In¬ 
formation  Act  5  U.S.C.  552: 

(2)  Investigatory  material  compiled 
for  law  enforcement  purposes,  other  than 
material  within  the  scope  of  subsection 
(j)  (2)  of  the  Privacy  Act,  5  U.S.C.  552a:  . 
Provided,  however.  That  if  any  individual 
is  denied  any  right,  privilege,  or  benefit 
that  he  would  otherwise  be  entitled  by 
Federal  law,  or  for  which  he  would  oth¬ 
erwise  be  eligible,  as  a  result  of  the  main¬ 
tenance  of  such  material,  such  material 
shall  be  provided  to  such  individual, 
except  to  the  extent  that  the  disclosure 
of  such  material  would  reveal  the  iden¬ 
tity  of  a  source  who  furnished  informa¬ 
tion  to  the  Government  under  an  express 
promise  that  the  identity  of  the  source 
would  be  held  in  confidence,  or,  prior  to 
the  effective  date  of  the  Privacy  Act,  5 
U.S.C.  552a,  under  an  implied  promise 
that  the  identity  of  the  source  would  be 
held  in  confidence; 

(3)  Maintained  in  connection  with 
providing  protective  services  to  the  Presi¬ 
dent  of  the  United  States  or  other  in- 
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dividuals  pursuant  to  section  3056  of  title 
18  of  the  United  States  Code; 

<4>  Required  by  statute  to  be  main¬ 
tained  and  used  solely  as  statistical 
records: 

(5i  Investigatory  material  compiled 
solely  for  the  purpose  of  determining 
suitability,  eligibility,  or  qualifications 
for  Federal  civilian  employment,  military 
service,  Federal  contracts,  or  access  to 
classified  information,  but  only  to  the  ex¬ 
tent  that  the  disclosures  of  such  material 
would  reveal  the  identity  of  a  source  who 
furnished  information  to  the  Govern¬ 
ment  under  an  express  promise  that  the 
identity  of  the  source  would  be  held  in 
confidence,  or,  prior  to  the  effective  date 
of  the  Privacy  Act,  5  U.S.C.  552a,  under 


an  implied  promise  that  the  identity  of 
the  source  would  be  held  in  confidence; 

(6)  Testing  or  examination  material 
used  solely  to  determine  individual  quali¬ 
fications  for  appointment  or  promotion 
in  the  Federal  service  the  disclosure  of 
which  w’ould  compromise  the  objectivity 
or  fairness  of  the  testing  or  examina¬ 
tion  process:  or 

(7)  Evaluation  material  used  to  de¬ 
termine  potential  for  promotion  in  the 
armed  services,  but  only  to  the  extent 
that  the  disclosure  of  such  material 
would  reveal  the  identity  of  a  source  who 
furnished  information  to  the  Govern¬ 
ment  under  an  express  promise  that  the 
identity  of  the  source  would  be  held  in 
confidence,  or,  prior  to  the  effective  date 
of  the  Privacy  Act,  5  U.S.C.  552a,  under 


an  implied  promise  that  the  identity  of 
the  soimce  would  be  held  in  confidence. 

(b)  Those  designated  systems  of 
records  which  are  exempt  from  the  re¬ 
quirements  of  this  part  or  any  other  re¬ 
quirements  of  the  Privacy  Act,  5  U.S.C. 
552a,  will  be  indicated  in  the  notice  of 
designated  systems  of  records  published 
by  the  Board. 

(c)  Nothing  in  this  Part  shall  allow 
an  Individual  access  to  any  informa¬ 
tion  compiled  in  reasonable  anticipation 
of  a  civil  action  or  proceeding. 

By  order  of  the  Board  of  Governors, 
August  22,  1975. 

[seal!  Theodore  E.  Allison, 
Secretary  of  the  Board. 
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